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CHAPTER I 
PURPOSE AND SCOPE 0~ THB STUDY 
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CHAPTER I 
PURPOSE AND SCOPE OP THE STUDY 
This workbook was organized as part of a course in 
Occupational Education to be given to a group of retarded 
boys in a Special Class Center. Its purpose is to help 
develop habits, attitudes, and skills which will aid boys 
in choosing jobs, getting jobs, and holding jobs. 
Unless directed, many of these boys start to think of 
jobs only when they are ready to leave school. Many leave 
school without knowledge of the kind of jobs which they are 
capable of doing. They do not know how to go about getting 
a job, and have not acquired the skills and attitudes which 
will help them ke~p a job. 
It is the feeling of the writer that a definite pro-
gram of Occupational Education is impe~tive as an aid to 
the ultimate adjustment of these boys as useful, self-
supporting members of society. A workbook, written espec-
ially for these slow learning boys, in language they can 
understand, will better focus their attention on the prob-
lems wbich they will face as they leave school to become 
workers in semi-skilled and unskilled occupations. By 
constant repetition of necessary skills the transition 
II 
from school to work will be easier. They will start out 
with a greater feeling of confidence and security. 
Recently the writer bas done some research on the 
adjustment or maladjustment of Special Class boys in the 
armed forces during the Second World War. Since service 
in any branch of the armed forces is in one sense occupa-
tional, the writer feels that any studies which were made 
should be of value to us now in helping to plan a program 
for the better adjustment of these boys, socially and 
vocations!?. 
Dunn made a stuay of the behavior of mentally de-
ficient men under military conditions. He found that they 
met the demands of a~ life on var.ying levels of adjustment. 
They were successfUl when given work within their limita-
tions under the direction of understanding officers. He 
felt that in a more flexible situation in industry they 
would do even better. He suggests the development of Re-
habilitation Clinics and Community Councils staffed with 
members who are aware of the problems of the mentally de-
ficient and who are capable of giving ga.idance. 
It is the writer's opinion that such a program should 
be started while these boys are still in school. It should 
¥a Wi111am H. Dunn, M.D., "The Readjustment of the Menta11y 
eficient Soldier in the Community," American Journal of 
Mental Deficiency, July, 1946, P• 48. --
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be carried on by teachers who are cognizant of the problems 
of mentally retarded boys going out into the world to earn 
a living for the first time. 
An interesting study of mentally retarded trainees who 
were absent without leave during the Second World War was 
!I 
made by Heine. He reports that trainees most likely to be 
AWOL were those with greater mental retardation and lower 
social maturity. This group lacked the capacity for adjust-
ment to new situations. They were more fearful of error, 
and they were emotionally immature. They were hesitant to 
conduct their affairs by letter, telegram, or telephone. 
They did not take advantage of the assistance offered by 
the Red Cross. 
The findings of these men who have observed the re-
actions of these mentally retarded youths when placed in 
a new environment, totally on their own, bring home force-
fUlly the fact that something was lacking in the kind of 
education which they had received. !J . 
Rongerford, DeProspo, and Rosenzweig writing in favor 
of emphasis being placed on the non-manual and social skills 
said: 
These are the skil1s, not of a manual or 
technical nature, that likewise are needed for living 
17 R.W. Heine,"Absent without Leave among Mentally Retarded 
!"rainees," Journal of Clinical Paychology,January,l945,pp. 
141-146. 
~/ R.H. Htmgerford,C.J .DeProspo and L.I.Roaenzweig, "The Non 
Academic Pupil," American Journal of Mental Deficiency, 
April, 1949, pp. 547-557~ 
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and working. Several ·· recent studies · show that 
from sixty to eighty per cent of workers lose 
their jobs for non-manual reasons. • • • The 
ordinary child learns many of these things in 
the process of living. For the retarded, however, 
the mastery of these fields of knowledge and Skills 
cannot be left to chance. This is true both because 
of the way the retarded learn and because service jobs, for which the majority of the retarded are 
best fitted, are more dependent for success upon 
general characteristics than upon the specific 
skills usually associated with vocational training. 
However, this training cannot be put off until the 
ttme the retarded is chronologically and socially 
mature enough to think of job seeking. Many of 
these skills must be consciously ~ought by teachers 
through careful grading and skillful teachi ng until 
they become in the children automatic res~nses to 
specific situations. 
The Skills referred to by Hungerford, Derrospo, and 
Rosenzweig are included in the workbook. It is the hope 
of the writer that the multiple repetitions of these Skills 
in many different situations will result in mastery. 
One section of the workbook is devoted to information 
concerning jobs available within the range of the capabil-
ities of the group. The requirements of many semi-skilled, 
unskilled, and service jobs are analyzed. Boys' interests 
are probed through questionnaires. The abilities of the 
individuals to do various kinds of jobs are discussed. 
Since getting a job on leaving school is uppermost 
in the minds of the boys in this group, the tecbnique of 
securing employment is taken up. Each of the various agen-
cies for job placement is explained. Much practice is given 
in the filling out of application blanks, Social Security 
blanks, and other forms used in ever,yday living. Instruc-
tions and practice in how to conduct themselves in an inter-
view are included. 
Many of our boys lose their jobs for non-manual reasons. 
For this reason mnoh of the workbook is given over to the 
development of skills and attitudes which will better enable 
the individual to hold a job. 
The skills are: 
Ability to write legibly 
Ability to follow oral directions 
Ability to follow simple written directions 
Ability to fill in forma and blanks used in 
everyday living 
Ability to use the telephone 
Ability to write a friendly letter 
Ability to write a business letter 
Ability to address an envelope 
Ability to make change 
Ability to tell time 
Ability to keep simple accounts 
Ability to read a calendar 
Ability to use simple graphs. 
The attitudes are: 
Punctuality 
Good attendance 
Industry 
:Perseverance 
Honesty 
Reliability 
Self-control 
Courtesy 
Obedience 
Good personal appearance 
Good health 
. Getting along with others 
Working neatly 
Working carefully 
Working safely · 
Dependability 
It is the expectation of the writer that a course in 
O~cupational Information for retarded children presented 
through the medium of the workbook, will not only provide 
occupational information but will help them through exercise 
material to come to grips with occupational problems and 
5 
their solution. 
The workbook is intended to fulfill the following aims: 
1. It should be a guide for lessons and stu~. 
2. It should aid in developing an occupational 
vocabulary-. 
3. It should acquaint the pupils with jobs within 
their own abilfty level. 
4. It should acquaint pupils with job requirements. 
5. It should help them to understand their own 
abilities, interests, and capacities. 
6. It should acquaint them with the various agencies 
for getting a job. 
7. It should teach them techniques for getting a job. 
8. It should help develop skills and attitudes 
necessary for holding a job. 
In the following chapter the opinions of others in 
the field of special education concerning the need of 
Occupational Information for the mentally retarded are 
presented. 
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CHAPTER II 
REVIEW OF RESEARCH 
CHAPTER II 
BEVIEW OF RESEARCH 
Authorities are becoming more insistent that normal 
children be given courses in Occupational Information in 
order to help provide for better occupational adjustment 
and eventual total adjustment. 
1/ 
Erickson expresses this thought when he says, 
Getting the right worker in the right job and 
adjusting the worker to his job and the job to 
the worker are receiving more and more emphasis 
,..--throughout the working world. Because of this, 
~chools must find a place for a course that helps 
students to appraise themselves and to stu~ the 
worl.d of work as they are likely to find i '19 -
Unless this is done, schools are failing in what 
may be considered a major responsibility to help 
young people to think intelligently about the kind 
of world they are entering and their particular 
place in it. 
. !I 
As a result of her study La Due has reached similar 
concl. us ions: 
The case for the occupational information course 
is strong. The knowledge a pupil may gain and the 
skill he may develop in self-analysis, together with 
an ability he may acquire to study an occupation in 
relation to its requirements, opportunities, and its 
relation to his interests and abilities will all play 
a vital part in his future adjustments •••• 
l7 Clifford E. Erickson, . A Basic Text for Guidance Workers. 
~ew York: Prentiss-Hall, Inc., 19~p~2. 
2/ Elizabeth La Due, "A Study of Courses in Occupations in 
!'econdary Schools of New England," unpublished Master's 
Thesis, Boston University, 1949, P• 5. 
-7-
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I A eou:rse in OOGupational 1nf'01'111!1tion then is s 
sound way of making available to the pupil the 
general and specific information he needs. 
y 
MYers agrees when he says. 
There may be differences of opinion as to 
the character of the information needed at different 
school levels, and as to methods of providing it, 
but practically all who have given the matter even 
passing attention agree that occupational information 
is fundamental in a program of vocational guidance. 
2/ 
Dunsmoor and JH:E.re.r: concur in the opinion that 
students should be given an opportunity to study about 
occupations and occupational requirements when they say: 
By the time a student leaves school he should possess 
such knowledge of his own vocational abilities and 
occupational requirements that he will have a good / 
idea of the type of work he expects to follow and 
the additional preparation needed. If a school fails 
to accomplish this for the student, it has not ful-
filled its educational obligation to him. 
Since many agree that Occupational Education is essen-
tial for normal youngsters, how mnch more necessary it must 
be for the mentally retarded who will go directly from school 
to jobs in the semi-skilled, unskilled, and service areas. 
They are essential workers and should have some preparation 
1/ George E. MYers, Principles and Techniques of Vocational 
Guidance. New York: 1lcGraw-1I11~ook Company, 1941, p. 25. 
2/ Clarence c. Dunsmoor and Leonard Miller, Guidance 
'l'ethods for Teachers. Scranton, Pennsylvania: International 
Textbook "COmpany, 1942, P• 219. · 
II 
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for the world of work. 1/ Eisman shows the importance of 
the unskilled worker in the following statement: 
No industr,v could exist without the toil of the 
unskilled workers who make up America's largest 
occupational group. Furthermore, as thousands of 
youthful workers can testify, this field of work 
has no equal in the chance it offers to untrained, 
inexperienced beginners. As a source of starting jobs, as a springboard to better positions, and as 
a training ground for youth, it deserves much more 
respect and recognition than it now receives. 
Like the linemen on a football team, they open 
the holes and clear the way for more nimble back-
field men. Although they seldom carry the ball, 
they tackle some pretty heavy problems and fill jobs which are vital to our country. 
The great field of unskilled work includes 
farm laborers, factory and building construction 
labo~ers, service and domestic workers, and a large 
number of other laborers in many different occupations. 
Leaders in the education of mentally retarded children 
are concerned with the problem of teaching them how to choose 
a job, how to get a job, and how to hold a job. It is a 
three-fold task hampered by lack of adequate job information 
in the areas where these children find employment. Hungerford 
!I 
and DeProspo made the following statement concerning the 
problem: 
Since 1931 the building of complete programs of 
Occupational Education has been the outstanding 
objective in the field of educating the retarded •• • • 
l7 Louis Eisman, The Unskilled Worker. Science Research 
Associates Publicitron, 17oo South Prairie Avenue, Chicago, 
Illinois, 1940, Foreword, PP• 5-7. 
2/ Richard H. Hungerford and Chris J. DeProspo, "The rresent 
Status of the Prog~," Philosophy~ Occupational Education, 
I 
Association for New York Oiti Teachers of Special Education, 
New York, 1948 • 22. 
·~ 
The problems here have been: 
1. A dearth of information about lower-level jobs; 
2. A general attitude that lower--level jobs should 
be considered interim rather than terminal; 
3. An tmwillingness on the part of certain edu-
cators to acquaint pupils with their limitations 
and the facts of employment. 
!/ Allen reported similar findings: 
There is so little information on the un-
skilled jobs that a counselor faces a difficult 
task in attempting to interest students in work 
on that level. • • • The cogs in the wheel are 
scarcely noticed, but without them the wheel would 
cease to rotate. So perhaps it is that these young 
people, the eogs in the occupational wheel, are just 
as important as the wheel itself. 
!I Allen also told of the results of a survey of 500 
books and bUlletins on occupations. No publication was 
found which w&s written in vocabulary and style which 
these children could understand. 
'E./ Goldstein summarized a recent study about .the em-
ployability of the retarded in this way: 
The employability of the retarded, according to 
the latest reports, falls into five categories: 
sheltered workers-- those employed by friends or 
relatives in a protected environment--10 % of the 
retarded; semi-skilled workers-- those with 
1/ Arda Talbot Allen, "Cogs in the Occupational Wheel," 
~ccupations, Vol. 20, No.1, October, 1941, p. 15. 
~~ Ibid. 
3/ Irwin Goldstein, "Implications of Mental Deficiency," 
<fccupational Education, Vol. 5, No. 7, April, 1948, p.l57. 
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exceptional manual ability-- approximately 10 %; 
the unskilled-- the large majority of the retarded 
workers, mainly service workers requiring some super-
vision-- 60 %; sheltered workers-- those requiring 
a sheltered work environment and needing constant 
supervision-- 10 %; institutional workers-- those 
comprising the lowest cases of the mentally deficient 
and requiring custodial placement-- 10 %. 
Our main concern is thus with the unskilled job 
areas for the retardate, low-level jobs are not 
stepping-stones to the more skilled positions. This 
is clearly indicated in their employability potential. 
Generally speaking, low-level jobs are therefore 
terminal rather than interim with but few exceptions. 
1/ 
In reviewing the educational implications Goldstein-
recommends the following program: 
The comprehensive program of Special Education 
evolved to fit the needs of the retarded is 
"Occupational Education", and provides a series 
of occupational-social skills leading to soeial 
and vocational adjustment. Its program is fivefold: 
1. providing occupational information primarily 
in the unskilled job areas where most of our 
retardates will eventually work; 
2. offering vocational guidance through the 
technique of self-m~asurement; 
3. giving vocational training in the skills 
needed in the work area; 
4. job placement; 
5. social placement. 
1/ Irwin GOldstein, ~· cit., P• 164. 
u 
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1/ 
Keefe-is in agreement with this point of view when 
she says: 
In spite of the fact that these pupils are receiving 
the best individual instruction in reading, writing, 
and ari tbmetic and handwork with the purpose of making 
them good citizens, many of them leave school to sink 
back into a life of apathy and failure because of 
training in less tangible subjects. T~s is the 
great problem today for those interested in the 
mentally retarded. • • • Much more attention must be 
paid to their interests, social adjusibm:~t, and occu-
pational aptitudes with the view of giving counsel 
and instruction beyond actual school life. 
!I Kelly shares these opinions. She advises a guidance 
program for mentally handicapped children which would in-
elude student counseling, preparation for a work situation, 
placement in a job, and follow-up. 
3/ 
As far back as 1924, Wallin asserted that the dominant 
emphasis should be on the practical, utilitarian, or voca-
tional, rather than on eul tural or academic objectives. He 
said that a reasonably comprehensive system of vocational 
investigation and aid would include the following lines of 
1/ Marjorie Veronica Keefe, "The Relation and Application of 
Integrated Handwork Skills to Occupational Skills for an 
Advanced Group of Mentally Retarded Boys," unpublished 
Master's Service Paper, Bos,ton University, School of Educa-
tion, 1947, P• 5. 
!f Elizabeth M. Kelly, "Preparation of the Mentally Handi-
capped Child for the Post-War World," Journal~ Exceptional 
Children, March, 1944, PP• 146-150. 
3/ John E.W. Wallin, The Education of Handicapped Children, 
Boston: Houghton,Mifflin Company, ll24, p. 173. 
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endeavor: 
1. Investigation of the individual's personality 
make-up, vocational aptitudes, inclinations, 
and eontraindiaations; 
2. The making of an inventory or vocational survey 
of the positions available for mental deficients 
in the community; 
3. The conducting of a placement or employment agency; 
4. Follow-up aid and investigation. 
1L Mcintire found ordinary courses in Occupational 
Education impracticable for the slow learners. She says, 
Ordinary courses in occupations do not provide . 
for the problem of the retarded pupil. Most textbooks 
deal but scantily with the unskilled jobs and what 
information is given is too difficult for him to read. 
He lacks the ability to do research for himself. 
:E./ Preston found vocational guidance lacking in the 
classes which she studied. She made the following suggestion 
for curriculum planning in Special Classes: 
Then the curriculum should be planned for the 
group based on the mental abilities and interests 
of these children, vocational opportunities exist-
ing in the community, and on those many qualities, 
habits, and attitudes essential to the social, edu-
cational, and vocational growth of special class 
children. 
lf Gloria Mcintire, "Let Pictures Tell. the Story," Ocou;pa-
~ions, November, 194~, P• 124. 
2/ Eleonora Preston, "Survey of 136 Special Classes in 
Massachusetts," unpublished Master's Service Paper, Boston 
University, School of Education, 1949, P• 37. 
i 
I . 
II 
'I 
I 
I 
y · 
Brophy made specific suggestions concerning material 
which he felt should be included in a course for mentally 
retarded children. He says: 
A significant phase in the curriculum of these boys 
and girls is training in oral and written applications 
for jobs. The future for mentally retarded children 
can be greatly improved if the importance of meeting 
a prospective employer is stressed. Frequent drill 
on proper approaches and interviews is essential. 
Application blanks from as many industries as possible 
should be used. This calls for the understanding of 
a new vocabulary and a direct need for the spelling v' 
of words necessary. Another type of lesson which may 
be used to advantage is the tea.ching of telephone calls 
in answer to posi tiona advertised in newspap·e.rB' .. 
Teaching of Social Security, Workingman's Compensa.tion, 
and Old-Age Pensions material will do much to help 
the child have a better understanding upon leaving 
school and entering into a world more complicated to 
him because of a normal lack of fundamental under-
standings. 
!/ Kellogg in commenting on the boys she studied, said: 
It was evident many did not know where to go for 
a job, how to ask for one, or what to try to do. 
They had little idea of their capabilities, or ~ 
what kind of work to look for; they showed a definite 
lack of vocational guidance or preparation. 
1/ c. BrophY, "Vocational Possibilities for Mentally Re-
~arded," Journal of Exceptional Children, December, 1943, 
pp. 85-87. 
2/ Roberta M. Kellogg, "A Follow-up Study of One Hundred 
Males Who Spent Some Time in the Special Classes in the 
Public Schools of Newton, Massachusetts," unpublished 
Master's Thesis, Boston University, School of Education, 
1941, P• 69. 
_JJ · 
McKeon, in a follow-up stu~ of mentally retarded boys 
End girls in six industrial areas found much evidence of the 
need of occupational information for retarded children. She 
made the following recommendation, 
In view of their difficulty in obtaining initial 
employment, occupational information, explorator.y 
courses, work experience programs are particularly 
essential for these pupils. 
!/ Previously, McKeon had favored the same kind of 
instruction when she stressed the need of a course in 
occupational information that would stimulate an awareness 
of the type of work for which these children are best fitted, 
and the manner of procuring it. 
In examining the material on the preceding pages, it 
is evident that the authors agree that a definite program 
of Occupational Information is urgently needed for the 
mentally retarded children in the Special Classes of our 
schools. 
~- Rebecca McKeon, "A Comparative Follow-up Study of 
entally Handicapped Youth Who Have Attended Special Classes 
in Six Large Industrial Areas," unpublished Doctor of Educa-
tion Dissertation, Boston University, School of Education, 
1948. 
2/ Rebecca McKeon, "A Follow-up Study of Special Class Boys 
Who Attended the Ledge Street School at Worcester, Massa-
chusetts, during the Years 1932-1942," unpublished Master's 
Thesis, Boston University, School of Education, 1944, p.2Q. 
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Since there is ver.y little material available which 
can be used by the puJlils themselves, the writer expects 
that a workbook will help to fill a need. 
In the next chaJlter the plan of the unit Will be 
discussed. The reason for the choice of a workbook as 
the teaching instrument will be shown. 
16 
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! CHAPTER III 
PROCEDURE 
The workbook is part of a course in Occupational 
I 
II 
logically between 14 and 16 years of age with I.Q. 's ranging il 
Information for a group of mentally retarded boys, chrono-
between 50 and ~.o. It will contain exercises to help im-
II 
I 
II 
prove occupational and social Skills which should aid in 
their occupational adjustment as well as their future total 
adjustment. The following is an outline of the contents: II 
II 
I 
1. Information concerning jobs available in the 
semi-skilled; unskilled, and service areas 
I' I 
'I 
/i 
I 
2. Information about job placement 
3. 
4. 
Interest and self-inventory exercises designed 
to enable pupils to measure their own abilities 
and capacities as a guide to self-improvement 
Training in non-manual skills. 
The workbook was chosen as an instrument for 
because it provides specific learning activities and oppor-
tunities to develop skills. It will be in loose-leaf form 
to provide for the addition of new material or the removal 
,I 
II 
li 
II 
/1 of out-of-date material. I ~I I II lfany others bave :found_:: use o:f the workbook valuable ~~ 
II 
1
i 
ll ~ 
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as an aid to teaching. In referring to !II hie workbook Teeter 
says: 
When the course in occupations is presented through 
the medium of a book such $S this one, the student 
not only gains vocational information, but, through 
the exercise material, becomes personally acquainted 
with occupational problems and solutions for them. 
!I Billings recommends the use of notebooks and workbooks 
as essential to the learning process. She asserts that they 
are a valuable aid to class work. 
:£1 Williams favors the loose-leaf book which may be 
changed to meet new conditions. He says: 
A printed workbook should be put up in loose-
leaf form. Units can be interchanged to meet 
conditions of time and place, new materials can 
be inserted easily, and opportunities for some 
originality on the part of students are opened. 
Use of the workbook should be a pleasure, not 
a task. 
1/ Verl A. Teeter, Occuiational ~· 
~ook Company, Inc., 194 , p. iv. 
New York: McGraw-Hill 
2/ Mildred L. Billings, iroui Methods of Stuaying Occupa-
tions. Scranton~ Fenney van a: InternaiionaJ. Textbook 
Company, 1941, P• 205. 
3/ R.J. Williams, "The Workbook in the Study of Occupations~ 
- Occupations, October, 1938, PP• 28-30. 
I 
I 
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. 1/ 
Concerning the use of workbooks Kelty says: 
The specific fUnction of the workbook is to 
furnish opportunities f~r practice in skills, 
and for application of general principles to 
specifies. It can profitably guide a child's 
procedure in the aspects of study which he can 
attack as an individual. 
The next chapter is the workbook itself compiled 
from material on the interest, vocabular.y, and occupational 
levels of adolescent mentally retarded boys~ Many words 
which seem difficult are included because they are essen-
tial in filling out certain forms or they are important 
in some job areas. 
j{ Miry K. Kelty, Learninf and Teaching History in the ~ ddle Grades, "The Qiiest on of Workbooks," New !OrK: 
Ginn and company, 1936, P• 56. 
CHAPTER IV 
WORKBOOK IN OCCUPATIONAL INFORMATION 
CHOOSING,GETTING AND HOLDING A JOB 
This is your workbook. It was 
written to help you as you leave 
school to enter the world of work. 
In it are suggestions which may help 
you in choosing, getting and holding 
a job. 
As you use this book you will 
see that each of these items may 
assist you in becoming a useful, happy worker. Knowing how 
to choose a job, how to get a job and how to hold a job is 
like having three keys which Will open the doors to oppor-
tunity. First, you should try to choose the kind of a job 
you would like to do and for which you are fitted. Second, 
you must know how to go about getting a job. Third, and 
perhaps the most important, you must know how to keep a job 
once you have been hired. 
This book is divided into three parts: 
Part I - - Choos.ing a Job 
You will think and talk about many kinds 
of jobs you are able to enter. You are 
free to bring in information about jobs 
in which you are interested. 
I 
II 
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Part II-- Getting a Job 
You will be shown ways and means of 
getting a job. 
Part III-- Holding a Job 
You will have a chance to study and talk 
about the habits, interests, and traits 
which help a worker to keep a job. 
You will practice lessons which will help 
you keep a job. We call them skills. 
These skills will also help you to get 
along better as a grown-up person. 
Each chapter has information, things to talk about, 
and work sheets. This is a loose-leaf workbook. You may 
add any pictures or clippings which you want to keep. Use 
this book to help you think about and plan your future. 
WORD STUDY 
suggestions interested items 
habits traits interests 
opportunity information future 
skills practice loose-leaf 
I 
I 21 
CHOOSING A JOB 
OC Crr.P AT IONS 
One day while a group of boys were playing in the school 
yard their ball landed on the roof of the apartment house next 
door. The ja.ni tor of the building gave a boy permission to 
get it. While he was on the roof he looked down. He saw mueh 
more than he could see at one time when he was on the ground. 
He drew a picture of what he saw. When he went baek to 
school he asked the other boys to name all the occupations 
which they thought of when looking at the picture. 
How many can you name ? List them on the next page. 
OCCUPATIONS 
Make a list of all the occupations which you think of 
when you look at the picture on the page before this one. 
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DON'T BE AN OSTRICH 
They say that the ostrich .hides 
his head in the sand when he is being 
hunted. Beca~se he is unable to see 
the hunter he thinks that he cannot 
be seen. Let us not be like this 
foolish bird. Let us face facts. 
When you leave school to go to 
work, you will start in in an entry 
~ occupation. An entry occupation is 
a~~cupation for the beginning worker. Beginning workers 
are inexperienced workers. They start with simple jobs. In 
many of these jobs no training is needed. In some of these 
jobs, on-the-job training is given. 
Here are pictures of workers employed in entry jobs. 
study these pictures. Think about them. Be ready to die-
cues the qualifications which might help a person to succeed 1 
in each of these jobs. 
ostrich 
entry 
occupation 
WORD STUDY 
beginning 
experience 
inexperienced 
training 
qualification 
succeed 
I 
II 
.. 
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JOBS / [ 
The pictures on the next few pages suggest jobs in 
which some boys from our school are working and are happy. 
Beside each picture is a list of qualifications and duties. 
,. , 
• 0 
USHER 
1. He must be neat and well groomed. 
2. He must be friendly. He must like 
people. 
3. He checks tickets when people enter. 
4. He escorts people to their seats. 
5. In some theatres he helps on the 
candy counter. He should know how 
to make change. 
J- ICE MAN 
I 
It I 
Some boys like to work on an ice 
truck. It keeps them out in the air. 
keeps them physically fit. 
1. He must be very strong,with good feet.-li 
2. 
3. 
, Often ice has to be carried up 3 
stories • 
He must know how to use scales. 
He must lmow how to make • 
LABORER 
or 4 
1. 
2. 
A laborer must be strong and healthy. 
He must like outdoor work. 
3. He digs ditches. 
4. He spreads gravel. 
5. He hauls stone. 
6. In the winter he helps remove snow. 
GAS-STATION ATTENDANT 
1. He supplies car with gas,oil,water, 
and air. 
2. He changes oil and greases cars. 
3. He changes and repairs tires. 
4. He may wash cars. 
5. He should be able to make change. 
jl 
I 
JANITOR'S ASSISTANT 
1. He helps keep the building clean. 
2. He helps make minor repairs. 
3. He helps tend the furnace. 
4. He collects waste paper and gar~age. 
5. He rolls barrels of ashes to street 
for dump truck to pick up. 
6. He cleans snow from sidewalk. 
BELL HOP 
1. He takes hotel guests to their rooms. 
2. He carries luggage. 
3. He turns on lights. opens windows. 
and sees that the room is in order. 
4. He runs errands. 
5. He helps guests with luggage when 
they leave. 
6. He helps keep the hotel lobby neat. 
ELEVATOR OPERATOR 
1. He must be able to work the levers 
to start and to stop the elevator. 
2. He must be able to control speed of 
the elevator. 
3. He must open and close the safety 
gate and door at each floor. 
4. He must use good judgment. 
5. He must be olite. 
PAINTER'S ASSISTANT 
1. He puts paint on the outside of 
buildings under the direction of the 
boss. 
2. He must be a careful worker. 
3. He must not waste paint. 
4. He must be willing to take orders 
from the boss painter. 
1. 
2. 
3. 
OARFENTER'S ASSISTANT 
He works under the direction of the 
boss carpenter. He must be able to 
follow directions. He must be able 
to obey orders. 
He saws lumber. He planes lumber.He 
nails lumber under boss' direction. 
He helps by carrying lumber, shingles, II' 
and nails. . 
I· 
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1. 
2. 
3. 
4. 
5 • 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
1. 
2. 
3. 
4. 
5. 
1. 
2. 
3. 
4. 
5. 
6. 
1. 
2. 
3. 
4. 
5. 
6. 
MESSENGER 
He sorts and delivers letters, mes-
sages, and packages. 
He delivers letters, messages, and 
packages. 
He must lmow his way around the city. 
He may keep simple records. 
He must get a receipt for things 
. delivered. 
STOCK BOY 
He receives goods,stores them in the 
stockroom. 
He gives out goods when needed. 
He checks goods when they come in. 
He checks goods when given out. 
He keeps the stockroom clean. 
He keeps the stock in order. 
He keeps simple recorda. 
He helps take care of lawns and gar-
dens. 
He helps plant,spray, and water them. 
He mows lawns, paints fences and 
I' 
trims bushes. 1 
He must be willing to follow direction~ 
He must like gardening. 
COAL MAN'S ASSISTANT 
He shovels coal on the truck. 
He shovels coal onto the chute. 
He bags coal for delivery. 
He carries bags of coal to the 
customer. 
He must be a strong, willing worker. 
He should be able to make change. 
KITCHEN WORKER 
He does many jobs in a kitchen. 
He washes dishes by hand or by machine I 
He cleans the floors and work tables. I 
He helps get vegetables ready. 
He cleans silver. 1 
He helps other workers, if he is need-
ed. 
JOBS 0 
On the lines below list all the jobs you can think of 
which are suitable for a boy leaving school at the age of 
sixteen. 
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Draw a line under the beet ending for each sentence. 
A person who shows people to their seats 
- {) .. r, -~ "tJ:-!.i-: · ~!-J 
A messenger deli vera .paekage1!·-.~ 
milk. 
elevator 
is e.n operator. 
ice man. 
usher. 
A person who helps to keep a building clean is an assistant janitor. 
to a mechanic. 
carpenter. 
gardener. 
courtesy is most import-nt for a laborer. 
bell hop. 
factory. 
restaurant. 
garag • 
""N . ~ gas-station atten-
Being able to make change is~ important to a dant. 
painter. 
kitchen worker. 
to know hie way around city. 
It is important for a messenger to like gardens. 
to know how to saw lumber. 
].lecome a 
A kitchen worker may get a chance to learn t~ mechanic 
build a house • 
.-V [; 
. ;. 0 t ~ {* , -vv~ .t cook. 
·S)J a messenger. 
A worker who ~ learn not to wa.ste material is a painter. 
f-, a laborer. 
Knowing how to keep records is important to a 
stock boy. 
ki tche_ n worker1 janitor's 
helper. 1 
0 
PICTURES OF JOBS 
Cut out pietures of jobs in which you are interested. 
Paste them on this page. 
MY PLANS FOR EARNmG A LIVmG 
Now is the time to be thinking of the fa. tu.re. Be 
thinking of' the kind of work which you would like to do. 
Learn all you oan about the work you would like to do. Ask 
yourself these questions. 
Am I capable of doing the job ? 
Can I get training which will fit me to do the job? 
Am I physically able to do the job ? 
Never hesitate to ask your teacher about jobs in which 
you are interested. If she can't tell you, perhaps she can 
tell you where to get the information you need. 
Fill in the blanks below. 
I am interested in these jobs. 
1. 
2. 
3. 
I i'eel that I will be able to do this kind of' work best. 
I will get about cents an hour to start. 
--
I will work about hours a week on the job. 
---- (check one 
On this job I will have steady work all year. Yea No 
I will have to join a union. 
I will have to get a Social Security no. 
Wi tbholding Tax will be taken from my pay. 
I can get this job through a. ------
(friend-school-want a.d-a.geney) 
r 
I 
I 
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GETTING A JOB 
----=====F=============================================7====== 
I 1 I 1 Jl l t 
... ... El "' 
GE~TING A. JOB 
J 
Sehool will soon be behind 
you. Here are guide ~osts 
which will guide you as 
ycu enter the world of 
work. Eaeh of these may 
hel~ you to get a job. 
F . ~ISNo 5 
0 ~ 
l'tc l..A Ti ves 
MORE ABOUT GETTING A JOB 
Getting a job is harder today than it has been for vtA-tl/v~ .... t, 
years. 
jobs. 
More people are looking for work. There are fewer I 
Don't let that discourage you. Despite all this, over ! 
one million persons get new jobs every year. 
You may get help in finding a job from the foll.owing: 
Sohool placement 
Employment agencies 
Want ads (C)~-, • .:{ ., ... ~ · J .,; .~ ) 
Friends and relatives 
Getting a job is your problem. START LOOKING!!!!! 
You may not get just the job you want at first. Take 
any job for which you ~re fitted to get a start. After you 
have been on the job a while, you may like it. Whatever 
you do-- do your beat-- work your hardest. Then you can't 
lose. You earn the respect of your employer and your own 
self-respect. 
It is better to take a job, even if it isn't what you 
want, rather than to sit around waiting. Keep busy and you 
will usually keep out of trouble. 
You will get help in finding a job from the following: 
II 
I 
I 
I 
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JOB PLACEMENT 
As you leave school, your one wish is to get a job. 
There are many ways to go about getting a job. There are many 
people ready to help you. k ~ \'J v, ~ 
If you go to visit a frie~ a~other part of the nity, 
you may go by taxi, by subway, by bicycle, or you may walk. 
There are many different ways of getting there. 
There are also many different ways of getting a job. 
A friend or a relative may recommend you for a job. You may 
apply for a job by letter. You may find a job advertised in 
the newspaper. You may be recommended for a job by your 
school. An employment agency may help you get a job. You 
may be lucky enough to get a job by yourself. 
If you don't succeed one way, try another. The picture 
below shows six ways to job placement. 
The two in red show ways you can help yourself to get 
a job. The four others will assist you in getting a job. 
- tters of am)lica"CiOl Persappl "ppJj c.q-t-.-ion 
Agencies Want-ads 
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SCHOOL PLACEMENT - EMPLOYMENT AGENCY 
Graduation will be here before you know it. Sta.rt 
thinking about a job now. 
i'(\ ~ 
Before school ends you Wti:-3: rbe interviewed by the 
teacher in charge of placement. She is the teacher who 
helps you to get a job. 
She will want to know something about you in order to 
place you in the job best suited for you. She will want to 
know what kind of a person you are. She will want to know 
what your interests are. She will ask you about your 
hobbies, what you do in your spare time, and if you have a 
part-time job. 
She may ask you to fill out an application blank because 
she knows that many boys have been turned down for not being 
able to do this • . , d ·h . 
r" ~ , ,, \\u' J ,(} . . 
Later you wfi!-' be sent to ~e Massa·c-hutJette Employment 
"" ':. \ Office. A counselor~ be assigned to help you. He will 
help you fill out the application blank, if necessary. 
Then he will ask you ma:n:y of the same questions which 
your school counselor asked you. He asks these questions 
to help him get acquainted with you. It helps him to place 
you in the right job. 
Remember, you will start in an entry job. People who J: 
are just starting to work are inexperienced. They are 
beginning workers. 
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.rr- - ~our counselor will make a.n appointment for you to 
f'·., 
come to his office again. He will let you know if there 
is a job for you. Don't give up. You can't expect to be 
placed right off. 
PERSONAL INFORMATION QUESTIONNAIRE 
Name Date of Birth 
--------
Sex~----
Street and number Ci ty ______ zone __ _ 
State _______________________ Telephone --------
School Street City 
-------------------- ---------- -------
Teacher's Name ____________ _.Prineipal' s Name _______ _ 
Father's Name ______________ Oooupation ________________ _ 
Mother's Name _ ___.. __________ Occupation ____________ _ 
Do you have a. job after school? Have you a job on Saturday? 
What chores do you do at home? 
Wash dishes 
Sweep floors----
Get coal -
Get oil -
Buy food-
Wash oar-
What are your hobbies ? 
Fishing 
Airplane models 
Collecting llraiiie) 
Cooking -
Hunting-
Do you go to dances? 
Make beds 
Wash floors-
Get wood 
Empty garbage 
Mind children~ 
Other (Name) 
Carpentry 
Gardening~----
Bicyoling-
Camping -
Other (Name) 
Onoe a week More often Less often 
--- --
What kind o~ danoing do you enjoy? 
Modern Square __ 
How often do you go to the moviea? 
Once a week More often Lese often 
-----
What kind of movies 
Western 
Love -
Baseba11 
Detective--" 
-Sport 
Cartoons-
do you enjoy most? 
Funny 
Crime--
Murder 
Travel--
Musical 
Other - (Name) 
I 
I 
I' 
I 
I 
,, 
In what spor ts do you play? 
Baseball 
Ice aka t~fii-g­
Swimming ~--­
Basketball 
Fishing ---
Handball 
What sports do you enjoy watching? 
Wrestling~-­
Baseball Auto rac .. i_n_g __ 
Swimming 
Ba sketbal ..... l--
To wba t club do you belong? 
Junior Legion 
Dorchester Ho~u-s-e:: __ _ 
Y.M.H.A. 
Newsboy'~s~F~o~un-· dation~--­
No club 
---
What is your favorite kind of radio 
Modern music ___ _ 
News Qa.iz--
Plays Give -a~:w~ay~ _-__ _ 
Bowling 
Roller iii'ting, __ _ 
Football 
Rush foo-rtb~a~111""!1r 
Tennis -----
Other (Name) 
Football Prize fi~g ... h.... t_s_ 
Horse racing ___ _ 
Hockey 
Other --(Name) 
Boys' Club · Hecht Hous_e __ 
Y.M.C.A. 
Other ---~(Name) 
program? 
Classical music Western stories ___ _ 
Continued stories 
Other (Name)--
What do you enjoy most on television? 
Milton Berle 
Howdy Doody -----
Sports __ _ 
News 
---
Does your family own a. television ? 
Arthur Godfrey Cartoon Corner ___ _ 
Movies 
Other - {Name) 
Yes No 
- --
What kind of books 
Adventure 
Mystery ----
do you enjoy reading? 
Biograp'hj' 
---
Wbat kind o:f' magazines 
Movie 
Comic-=a---
Sports __ _ 
Life 
---
Travel Detect .. i_v_e_ 
Other ~~~N~ame) 
do you enjoy reading? 
Detective 
Popular M~e-chB:r-n-ics 
Mystery -
What newspaper do you read? 
HELFING YOURSELF 
TV\ A N 
WANTED 
There are two ways to help 
yourself to get a job. Many 
boys go scouting around to see 
who needs help. They watch for 
eigne which say "Man Wantedn. 
When they see a new business 
starting they ask for a job. 
Boys who go out looking for their own jobs often get them. 
Why? 
Another way to get your own job is to write a letter 
of application. A letter of application is a letter in 
which the writer asks for a job. 
Later you will get practice 
in writing letters of 
application and other kinde 
of business letters. 
0 
D 
WANT-ADS 
Look through the "Help Wanted" part of your daily 
.newspaper. Cut out ads for jobs in which you are interested. 
Faste them on this page. 
I. 
D 
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A LETTER OF APPLICATION 
Write a business letter applying for one of the jobs 
on the page before this one. Don't waste time writing for 
a job which you cannot do. 
0 
RECOMMENDATIONS 
Often teachers are asked to recommend former pupils. 
Often Questionnaires are sent to your teacher or principal 
to fill out. How do you think your teacher would answer 
these questions about you ? 
Be honest. Don't be ea sy on yourself. 
Number of days absent last year reason 
---- ------
Number of days absent this year reason ;......_ ___ _ 
----
Has he a record of truancy? 
Is he habitually tar~? 
Has he a court record? 
-------
Does he have a job after school? 
What is his personal appearance? 
Can he follow spoken directions? 
Can he follow written directions? 
-----
Does he always finish his work? ------
Does he work carefUlly ? 
--------------
Does he get along well with boys his own age? 
Does he respect a~thority? 
-----
Does he waste time? 
-----
Does he work well with others ? 
-----
Does he work better alone ? 
-----
Does he co-operate with others? -------
43 
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Good manners are as important as good grooming in 
helping you to get a job and hold it. People with good 
manners are thoughtful of others. They think of the rights 
of others. They are the people we like to have around. 
When a man is hiring a new boy, he says to himself, 
"Will I want this fellow around every day ? How will he 
get along with the others working here?" 
A boy with good manners doesn't have to be a sissy. 
Think of the boys you like beet for chums. They may not 
carry a sign around saying that they are well-mannered, 
but chances are they are thoughtful of others. They don't 
always want their own way. They are willing to do what 
you want once in a while. You call them "regular". 
There are certain rules of behavior which are followed 
by well-msnnered people. How would you rate yourself? 
Each question is followed by the words "Yes" "No" 
"Sometimes~ Draw a circle around the one whic~ella-what 
you do. 
Do you smoke where it is against Yea No Sometimes 
the rtl.lea? 
Do you borrow things without per- Yes No Sometimes 
mission? 
Do you use school books and supplies Yea No Sometimes 
ca refully? 
Do you get to school on time every Yes No Sometimes 
day? 
Do you admit it when you br eak some- Yes No Sometimes 
thing? 
Are you a good loser ? Yea No Sometimes 
Do you offer your seat on a bus to Yes No Sometimes 
an older per son? 
Do you take off your hat when you Yes No Sometimes 
come into school ? 
44 
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MANNERS (concluded) 
Do you hold the door :f'or others? Yea No Sometimes 
Do you o:f':f'er to carr.y bundles :f'or Yes No Sometimes 
an older person ? 
Do you o:f':f'er to shake hands when Yes No Sometimes 
introduced '? 
Do you walk on the outside when Yes No Sometimes 
with a girl '? 
Do you offer a chair to a Yes No Sometimes 
visitor ? 
. I 
INFORMATION NEEDED FOR APPLICATION BLANKS 
The ·information below is often asked for on application 
blanks. Be sure of everything that is asked. Check your 
spelling. Practice the correct spelling of difficult words • 
My name is ----------------
MY street is ________________________ __ 
My city is 
My JSone is _________________ _ 
My ~ather's name is 
-------------------
MY mother's maiden name was ____________ __ 
I was born in 
----------------------
My father was born in ----------
My mother was born in ----------
The date of my birth is ------------
MY school is 
MY school is on --------------~S~t~r~e~e~t~ 
The section of the city is ___ __..:.. ____ _ 
My teacher's name is-----------
The principal's name is ----------
To day's date is-----------------
WORD STUDY 
maiden name section information applica..tion 
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PRE-EMPLOYMENT TEST 
This test is actually given to all those applying for 
a job at a certain chain store. Try it for practice. 
ARITHMETIC TEST 
NAME~--------------------------- DATE _______________ _ 
You are not graded on this test. It is merely a guide for 
your training. You may use the margin to figure on if you 
wish. If there is a question you cannot answer, do the next 
one,-- then return and answer the ones you bave skipped. 
While the time involved is considered in taking this test, 
do not sacrifice accuracy for speed. 
1. .ADD MULTIPLY SUBTRACT ADD ADD ADD 
8 98 1687 29 1/.2 39 
7 3 378 15 1/4 25 
3 44 1Z6 19 
4 98 1Z4 10 
5 109 03 
-
SUBTRACT .ADD ADD ADD ADD .ADD 
68 1/.2 1/.2 1 1/.6 3/.4 $1.98 
39 1Z4 1z2 5Z6 1Z2 3.89 
2. 
How many ounces in a :pound? -
2 1/2 lb. of candy @ ,.20 per-lb~- -. ~w~o~U1~a~o~o~str.,""". -----
How many inches in a yard? 3 3/4 yd. of ribbon @ • 40 p"':"e":"'"r~y~a--. ~w~o~u~lnd~c~o--s-rt"JJ:'? ___ _ 
3. 
How ~ dozens in a ~oss ? 
4 1/2 doz. glasses @ 3/lOc w:=-o~Ul..-dr-o~o:"':s:"llt::'2'?:-------------
SALES PROBLEMS: 
1. 
2. 
3. 
What would you charge for one item selling at 3 for 5o? 
What would you charge for one item selling at 2 for 5o? 
Wbat would you charge for one item selling at 3 for lOo? 
A customer purchases 8 ounces of candy at 20o a pound, 
16 ounces of canay at 15o a pound, and 6 only 275c 
candy bars. What is the total amount of the sale? 
What change will a customer recieve from a five do1~1a_r __ _ 
bill after purchasing 3 pairs of shoelaces at 2 pairs 
for 5o, and one bottle of shoe polish? ----------------
I 
I 
I 
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TREASU~0~E8fA'~TMENT APPLICATION FOR SOCIAL SECURITY ACCOUNT NUMBER L J ~-
1 
FILL I 
1 
2 
> 
> 
9 
12 
13 
ERNAL HEVENU& t:i&BVICIC REQUIRED UNDER THE FEDERAL INSURANCE CONTRIBUTIONS ACT (Revised 7-46) READ INSTRUCTIONS ON BACK BEFORE FILLING IN FORM 
EACH ITEM. ~ IN BLACK OR DARK BLUE ~ OR USE TYPEWRITER FOR ALL ITEMS EXCEPT SIGNATURE. IF THE INFORM A' 
RINT NAME YOU GAVE YOUR PRESENT FIRST NAME MIDDLE NAME. (IF YOU USE NO MIDDLE NAME OR INITIAL. DRAW A UNE-) LAST NAME 
~ OR IF UNEMPLOYED, THE 
NAME YOU WILL USE WHEN EMPLOYED 
MAIUNG ADDRESS (NO. AND ST., P. 0. BOX, OR RFD) (CITY) (ZONE) (STATE) (3 PRINT FULL NAME GIVEN YOU AT BIRTH : 
AGE ON LAST BIRTHDAY ) ( S DATE OF BIRTH (MONTH) (DAY) (YEAR) )( 6 PLACE OF BIRTH (CITY) (COUNTY) (STATE) : 
FATHER'S FULL NAME, REGARDLESS OF WHETHER UVING OR DEAD ) MOl HER'S FULL NAME BEFORE EVER MARRIED. REGARDLESS OF WHETHER UVING OR DEAD ~ !!! ;: 8 
!5 
HAVE YOU EVER BEFORE APPLIED (MARK (X) WHICH) (MARK (X) WHICH) J ( 
SEX: MD FE OLE 1 0 
COLOR (MARK (X) WHICH) (IF OTHER, SPECIFY) 
R~~ wo NEDO DOER FOR OR HAD A SOCIAL SECURITY OR YES NO DON"T KNOW i RAILROAD RETIREMENT NUMBER! 
BUSINESS NAME OF EMPLOYER. If UNEMPLOYED, WRITE "UNEMPLOYEDft IF ANSWER IS ''YES'' PRINT THE 11 STATE IN WHICH YOU FIRST 
APPUED AND WHEN 
EMPLOYER'S ADDRESS (No. AND STREET) (CITY) (ZONE) (STATE) ALSO PRINT YOUR ACCOUNT 
NUMBER IF YOU KNOW IT 
TODAY'S DATE J (14 ~YOUR NAME AS USUALLY WRimN (DO NOT PRINT) 
0 0 0 
STATE DATE 
AC~!.JNT HUMBER 
I 
' 
~ 
8 
16-5628-7 RETURN COMPLETED APPLICATION TO NEAREST SOCIAL SECURITY ADMINISTRATIO.J FIELD OFFICE 
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APPLICATION BLANK-CRAIN STORE 
This application is used by a large company which hires 
boys from our school. Fill it in for practice. 
- u-aE PEN AND INK. ~- -
Date Name Age Date of birt'~"'h ____ _ 
Rave you proof of age, either birth or baptismal certificate? 
Yes No 
Poa!ifon applied for 
Married or Single ------------------
il 
I 
I 49 
II 
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If Married, Husband's lame-r~~~=--(or)Wife*s Name 
Have you any relatives now in the employ of this com-pan-y..,?.-- ' 
Their names in fUll and where employed ---
Have you ever been in the employ of this company? 
If so, when and where (Give Da.tes) -----
Do you live with parents? Are you boarding? Last Employer's Name Kind of Business ____ _ 
Address Why did you leave? 
Date started Date left ------------
Have you had a High-School education? Did you graduate? 
Upon my engagement by this company, this application is 
evidence that I agree to conform to the rules and regulations 
of this company, that my engagement shall be on an hourly 
basis and can be terminated at any time by this company, I 
being likewi se at liberty to so terminate it. 
Social Security Account No. __ Sign name ________ _ 
Date hired 
-------------------------------------
(This application must be filled in and signed in pen and 
ink}. 
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APPLICATION BLANK-PRIVATE EMPLOYMENT AGENCY 
This application blank is used by a private employment 
agency. Most private agencies charge a fee equal to one 
full week's ftget' if you get a job through their office. 
yau-may pay a the rate of l/6th each week for 6 weeks. 
The worker must sign a paper saying that he will pay this 
amount, if he gets a job. 
Date 
------------------------------------------------Name ___________________________________________ __ 
Address (St.) ____________________________________ __ 
City Tel.No. ____ Soc. Sec.No. ____ _ 
Age_ Height Weight __ Citizen ______ _ 
Single ___ Married Widow _____ Separated ____ _ 
High. ______ College __________ __ Grad. of Grammar 
--
Name Course Grad. 
--- -------- --------------------
Are you able to take immediate employment? 
----------
Work desired 
-----------------------------------
List all trades, or skills in which you have had at 
some experience: Kind How long? ______________ __ 
Kind~------------------- How long ? ________________ _ 
Salary expected -----------------------------------
Veteran: Yes No Branch of service 
-------------
Who referred y.ou ---------------------------------to this office? 
Have you a oar ? Yes No ____ _ 
Can you pass a physical ? 
I would consider work in these places: (check} 
Central Sq. Area Kendall Sq. Area ______ _ 
Downtown Boston Out of State 
----------- --------------
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1. PRINT LAST NAME FIRST MIDDLE:: lr-;"IT'TAL 4 . sU'CfAt: ... !f~c'iJRifY"" ACCT . NO. 
11lf 
2 . NUMBER AND STREET ADDRESS. I'!.D. OR P.O . BOX NO. 5 . TELEPHONE 
i 
3 . CITY POSTAL ZONE STATE 6 . 
SINGLE 0 MARRIED 0 SKILLS . KNOWLEDGE. ABILITIES DATES 
I 
7 . DATE OF S:IRTH 8. HE"IGHT 9 . WEIGHT 10: IF UNION MEMBER , GIVE NA.ME OF LOCAL 
- --- - - ----
·Mo. DAY YEAR FT. IN. POUNDS NUMBER AFF ILlATION 
11 . IF VETERAN, GIVE L.:AST MILITARY SERVICE 12. DESCRIBE ANY PHYSICA..L OISABILITY 
ENTRY ON RELEASE FROM 
ACTIVE SERV.ICE ACTIVE SERVICE 
'OAv -- ·-MO. YEAR MO. DAY YEAR 
13 . IF NEEDED FOR WORK TOOLS 0 YES 0 NO AUTOMOBILED YES 0 NO 
DO YOU HAVE 
0 YES 0 NO TRUCK 0 YES d NO LICB:NS£ T YP E 
14 . CIRCLE HIGHEST YEAR OF EDUCATION COMPLETE_D AND GIVE DEGREES RECEIVED I 
a I l GRADE SCHOOL HIGHSCHOOL COLLEGE DEGREES TEST RESULTS I 2 3 4 5 6 7 I 2 3 4 1 2 3 4 
NAME SCHOOL AND LIST COUASE:S OF TRAINING (INCLUDING "'ILITARY) WHICH PREPARED YOU FOR 
WORK . GIVE LENGTH AND DATES ENDED. FOR EXAM~=>L£: e . F~ t N <=- T t TUT E·-= v Rs.-AccouN T ING·103 7 
WILLING TO LEAVE CITY 0 YES 0 NO 
WII.LING TO LIVE AT woRK 0 YES 0 NO 
FORM 3111 
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THE INTERVIEW 
Moat employers like to talk with a worker before hiring 
him. ~wf; call tbat talk an interview. 
- -
The interview is the moat important step in getting a job. In an interview the worker has a chance to convince the 
employer that he can and will do the job. He has a chance 
to sell himself. 
When you go for an inte_rview, you will talk with the 
man who has charge of hiring the help. He will ask you many 
questions about yourself. He does this partly so that he 
may study you. He has to decide whether or not you are the 
person for the job. 
Here are some of the questions he may ask. 
Think of them. Row would you answer them ? Tell the 
tru.th. 
Ha.ve you had good attendance at school ? 
If your attendance has been poor, why ? 
Are you in good health and physically fit ? 
What do you do in your spare time? Rave you any hobbies? I 
Have you had any part-time jobs? What were they ? 
Can you get references from your school or from a 
former employer ? ;(Always ask permission to use a 
person's name for / a reference. ) 
I 
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TAKE A LOOK AT YOURSELF 
Before you go for 
an interview, take a 
look at yourself. 
Are your face and 
hands ol~an ? 
Have you had a 
fresh shave '? 
Is your hair 
combed neatly ? 
Do you need a 
haircut ? 
Is your clothing neat and plain ·? You are not going 
to a dance. You are not going oamping either. Wear ordinary 
clothing. Be sure that it is clean and pressed. Is your 
shirt olean '? Wear a tie. Uncle Sam insists on ties for 
men in the army. Why not you ? 
Remind yourself to le~ve your gum at home. At least, 
get rid of it before you go in for an interview. 
Also, remind yourself that you can live through an 
interview without a cigarette. Many employers dislike smok-
ing. On many jobs smoking on-the-job is against the rule. 
Before you leave home, check to see that you have car-
fare, a lunch or lunch money. 
Rave a pen and pencil with you in case you have to fill 
in an application blank. 
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Be on time. 
Be alone. 
TIPS FOR A SUCCESSFUL INTERVIEW 
, 
In bowling it isn't ! 
always the amount of strengt1 
tba t lmo cks down the moat 
balls. It's the twist of 
the wrist or as the boys 
say, "It's the technique." 
Do you want to strike 
a job ? That has a tech-
nique, too. Here are a 
few tips for a successful 
interview. 
Give yourself time enough for the interview. 
Wait patiently until your name is called. 
When you go into the office, stand until the employer asks 
you to be seated. 
Let the person who is interviewing you do the talking. It is 
his job to do the hiring. · 
Take it easy. Be calm. This man once went looking for his 
first job just as you are doing. 
' 
Answer all questions honestly. · Don't try to make him think !1 
that you are smarter than you really are. On the other hand, l 
don't be too shy. Many a good worker has lost out because 
he was too modest. 
Keep your hands off the interviewer's desk. Don't touch or 
read any papers on his desk. 
Use good English. 
Be polite even if you don't get the job. 
When the interview is over, don't stay around. Thank the 
employer for the interview. Then leave. 
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HOLDING A JOB 
SOME REASONS WORKERS LOSE THEIR JOBS 
Every year many workers lose their jobs. They are 
fired. Some men who were interested made a study to find 
out why these workers are fired. 
They found out that so% of these workers lose their jobs 
for non-manual reasons. That means that they do not lose 
their jobs because they are unable to do the work. Many of 
them are excellent workers. 
Here are some of the reasons. Copy them. Think about 
them. Are you guilty ? If so, what are you doing about it? 
Unwillingness to take directions 
General unreliability Lack of self-control 
Laziness Poor health 
Troublemaking Poor personal appearance 
Breaking rules Wrong use of leisure time 
Carelessness Borrowing from other workers 
Fighting Too many accidents 
Dishonesty Habitual lateness 
Loafing Sleeping on the job 
HOW WILL I GET ALONG WITH PEOPLE ? 
When you go to work you will meet many new people. 
You will have to get along with your fellow workers. You 
will have to take orders. 
Check yourself in 
it just to kill time. 
with yourself. If you 
do something about it. 
the questionnaire below. Don't do 
Think about your answers. Be honest 
are not satisfied with the results, 
Do I make friends easily ? 
Do I like . to meet new people ? 
Do I laugh at other people's mistakes? 
Do I treat my superiors with respect ? 
Do I let other people do my ,work '? 
Do I get along with others ? 
Do I use other people's things without 
asking? 
Do I try to make strangers feel at home? 
Do I admit it when I make a mistake ? \ 
(check one) 
Yes No 
.I 
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THE SIXTY-FOUR DOLLAR QUESTION 
Why did ea.eh of these boys lose 
his job ? 
These are all true stories. 
Charlie worked as a messenger 
for a leather company. At noon he 
stayed in the office to answer the 
telephone while the secretary went 
to lunch. 
One morning he heard her say 
that her typewriter needed fixing. 
Being a helpful soul, he took it 
apart that noon to find out what 
was wrong with it. 
The next day he was job hunting. 
John had a good job in the kitchen of a large restaurant.
1 He was a good worker. There was a chance for him to be pro-
moted. 
John often took a day off when he felt tired. He never 
bothered to tell the boss. That made it hard for everyone 
else working in the restaurant. 
The boss gave John several warnings. John :paid no 
attention. He finally lost his job. 
Jack had a job in a store. It was a strict rule that 
no worker should have any money on him during working hours. 
He was to put it in an envelope and leave it in the office~ 
One day an inspector caught Jack with a half dollar in 
his shoe. The inspector didn't ask any questions. Jack was 
fired on the spot. 
Jimmie worked in a box factory. He bad a chance to 
learn a trade. Jimmie liked to fool during working hours. 
He paid no attention to warnings. Now he can fool twenty-
four hours a day. He doesn't get paid for it. 
PUNCTUALITY 
Getting to a place on time is called punctuality. Not 
getting to a place on time is called tardiness. 
We call a person who is always on time punctual. People 
often lose their jobs because they are not punctual. 
One of the biggest problems in our school is lack of 
punctuality. Because the pupils travel long distances by 
subway, bus, and trolley, they seem to feel that tardiness 
is excusable. 
Get the habit of being on time while you are in school. 
Employers demand it. Excuses don't count. There are always 
others ready to take your place on the job. 
What do you think of these excuses? Put a G after the 
good excuses. Put a P after the poor excuses. 
I waited for my chum. 
My mother didn't call me. 
I lost my ear check. 
I fell and tore my pants. I went back to change 
them. 
Our clock was wrong. 
I stopped at the store to buy candy. 
There was a tie-up in the subway. 
Our family went to a party last night. We 
overslept. 
MY mother was very sick. I stayed to help her. 
A lady slipped and broke her leg. I called the 
ambulance. 
I couldn 1 t find my coat. 
I don•t see why I should be on time. 
I had to go to the store to get something for 
breakfast. 
The bus broke down• 
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MEANINGS 
Here are some words which we have studied. The list 
of words is in the first line. The meanings are in the 
second line. Draw a line from the word t o the right meaning. I 
Punctuality 
Applica tion blank 
Signature 
Address 
Wages 
Courtesy 
Personal appearance 
Employer 
Leisure 
Hobby 
the place where a person lives 
the way a person looks; the 
way he is groomed 
pay received for work done 
consideration for others; 
politeness 
being on time 
the full name of a person 
written by himself 
a form one has to fill out 
when looking for a new job 
spare time 
a person who hires ot hers t o 
work fo·r him 
.:.~ 
work a person does in his 
leisure time because he 
enjoys it. 
!I 
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LETTER WRITING I' 
,I 
During the World War many boys serving in the army or 1 
navy were glad they knew how to write letters. They were 
able to exchange letters with their family and friends. 1 
They were joyful at mail time. The fellows who didn't get 1 
mail were "sad sacks". 
It was even sadder to see a boy who ei>uldn •t write a ~~ 
letter. That happened often. Boys with courage asked their j 
buddies to write for them. Imagine how a fellow must feel j 
admitting to his best friend that he doesn't know how to 
write a letter. 
It could happen to you. You are the only one who can 
do anything about it. You never know when you will want to 
write a letter. Now is the time to learn how to write a 
friendly letter and a business letter. 
The letter below was written by a boy who once had a 
desk in this very room. The boys tha.t year had written to 
him. This is his reply. 
Dutch East Indies 
December 31, 1944 
Dear Gang, lj 
I was really surprised, but glad to receive all your l1 
letters today. I'm very sorry that I can't write each of jl 
you a letter but my time is limited so I hope you will ac- jl. 
cept this letter to all of you as an individual one. 
You boys are probably interested in the branch of serv-
ice I am in. I am in Anti-Aircraft. We call our gun "Hello 
Angels." We have already knocked down two Jap bombers. 
We arrived at this place one day after Invasion Day. 
I grant you boys that it wasn't a picnic. We had to go 
through mud and water. We had it tough till our guns were 
set up in action. 
This is my second campaign. I have been oversea s 
twenty-aight months. 
I really can't promise you boys anything, but as soon 
as I get to the good U.S.A. I will make a special trip to 
see you all. 
So long boys and good luck to all. 
John Ruma. 
The letter whiah you have read was the beginning of a.n 
exahange of letters. Johnnie told them of his experiences. 
Some were exaiting. Some were funny. The boys told him 
the news from home. 
A letter like John's is called a friendly letter. Why? 
Read his letter again. It is almost as if he were 
talking. He didn't try to use big words. He wrote about 
things which are of interest to boys. What makes you think 
that he was glad they had written to him '? 
We enjo.y his letter for many r~asons. He knew what to 
say. He knew how to say it. He knew the different parts 
of a letter. That made it easier to read. 
PARTS OF A LETTER 
HEADING - The heading tells where and When a letter is 
written. 
Dutch E$st Indies 
December 31, 1944 
Usually the heading tells .the street, city, and 
date. 
456 Washington Street 
Dorchester,Massachusetts 
Oatober 16, 1949 
Write a heading using yo~ home address. 
I 
Write a heading using your :school address. 
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SALUTATION - The salutation of a letter tells to whom the 
letter is being written. 
Dear Jobn, 
Dear Mother, 
Dear Mrs. Smith, 
Dear Mr. Jones, 
In a friendly letter the salutation of a letter I 
is followed by a comma (,}. 
Write salutations for letters to the following: 
to your teacher 
to your best friend 
to your mother 
to the school doctor 
to the gym teacher 
to the custodian 
to the school nurse 
to your brother 
BODY OF A LETTER - Whs.t we say is called the body of the 
letter. Tbe message is in the body of 
the letter. 
Read the body of the letter which John 
Ruma wrote to the boys. 
Below is the body of a letter which a 
boy wrote to a chum. 
We have a new television set at our 
house. My father bought it because my 
brother has been ill a long time. He [ 
enjoys watching the shows. All the fgmily 
enjoys it. We are not allowed to watch 
it until all our chores and studying are 
finished. 
There is a good progrgm Saturday 
nights. We would like to have you come 
over to watch it. It starts at seven 
o'clock. Come early. 
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BODY OF A LETTER (continued) 
Imagine that you have a summer job on a farm. 
Write the body of a letter telling about the 
work you do. Also tell what you do in your 
free time. 
CLOSING - The closing of the letter comes after the 
body of the letter. Sometimes we call it 
the complimentary closing. When we leave 
a friend after talking to bim we do not walk 
away without saying "Good-bye." When boys 
leave each other they may say "So long." 
That closes the conversation. 
When we finish the body of a letter we 
end it politely. That is the closing of 
the -letter. The closing depends on the 
person to whom you are writing. 
The first word of the closing begins 
with a capital letter. The closing is 
followed by a comma. 
Copy the following closings. 
Your loving son, 
Your friend, 
Yours truly, 
Yours sincerely, 
Sincerely yours, 
NAME - At the end of a letter write 
letter is written to a close just write your first name. 
full name. 
your name. If the 
friend or relative, 
Otherwise, write your 
A person's full name is called his signature. 
It is important for everyone to know how to write 
his own name correctly. We need to write our sig-
nature when we endorse a check. We write our sig-
nature when we sign the payroll to collect our pay. 
Can you think of other times we need to write our 
signature ? 
Practice writing your signature. Always use 
capital letters for both names. If you have a 
middle initial, use it. Never use a nickname 
when you are signing a check or an important 
paper. 
Write your signature below: 
Write the closing "Yours truly," and your 
signature. 
Write the closing "Sincerely yours," and your 
signature. 
Write the closing "Very truly yours," and your 
signature. 
Write the closing "Yours sincerely," and your 
signature. 
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Imagine that you have a job as a caddy in New Hampshire. /; 
You live at the caddy camp with fifty other boys. The 
counselor, Mr. Connors, is in charge of the camp. Every 1/ 
morning you go out on the golf course to caddy for the men 
who are living at a big hotel nearby. 
The food which is served to you is very good. It is I 
bought from nearby farms. The cook likes boys. He always 
cooks enough for seconds and thirds. When one of the fellows ! 
has a birthday, he always bakes a big cake. He makes ice 
cream every Sunday. 
. ~ 
Instead of being paid every week, the money you earn / 
is saved until the end of the summer. Then the boys are 1 
sure of having money for new clothes for school in September. j 
Write a letter to your mother. Your address is Wbite Moun- I 
tain Caddy Camp, Conway, New Hampshire. The date is July 8, I 
1950. 
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Your best friend, Tom Doyle, has a job as a bus boy / 
on the Cape. He is lonesome and homesick. Maybe some news !1 
from home will do him good. Write him a letter telling what 
the rest of the boys are doing. il 
You would like to join him but you are not sure that ' 
you know what the duties of a bus boy are. He works in a 
hotel. You know he has something to do with dishes. Ask 
him some questions. 
Tom's address is Cape Cod Club, Sea St., West Dennis, 
Mass. The date is August 2, 1950. 
,I 
I 
Imagine that y-ou are Tom Doy-le. You are working as 
a bus boy in a big hotel on Cape Cod. It is fun but you 
miss your best friend,Tony Cifello. Write to Tony. Ask 
him to come down on the Cape to work in the hotel. Tell 
him all about your job. Tell him about the food you get 
as part of your pay. Tell him about the tips which you 
get for good service. 
Tell him about the fun you have when you are not 
working. 
Tony's address is 68 Prince St.,Boston, Mass. 
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ADDRESSING ENVELOPES II 
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1. Write plainly. Thousands of j 
letters are mailed every day. 
They have to be sorted at 
the Post Office before they 
are given to the mailman to 
be delivered. If you ad-
dress your envelope care-
fully, it will make the mail-
man's job easier. You will 
also be more sure that it 
will be delivered. 
2. Start the address at the left l 
of the center of the envelope 
\Vri te this information about 
the person to whom the lett~~ 
is being sent. 
1. NAME 
2. STREET AND NUMBER 
3. CITY AND ZONE NUMBER 
4. STATE 
3. Write your own address in the upper left hand corner. 
Then the letter will be returned to you if the person 
to whom it is addressed cannot be found. 
4. You may abbreviate the words Street and Avenue. It is 
better not to abbreviate the name of the state. The 
abbreviations of many states look much alike. Many 
states have post offices of the same name. The letter 
may be held up while the right post office is being 
found. 
5. Punctuation marks are left out at the end of each line 
of an address, except when the abbreviations Ave. e~d 
st. are used. 
6. Place the stamp in the upper right corner. At present 
we use a three cent stamp on a. sealed envelope. We use 
a two cent stamp on an unsealed stamp. A letter with a 
three cent stamp on it is first class mail. 
Study the picture of the addressed envelope on the 
next page. 
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Joseph Williams 
35 River St. 
Hyde Park, Mass. 
Mr. Jobn Reed 
4 Rosedale Street 
Roxbury 31 
Massachusetts 
Below is the picture of an envelope. Address the 
envelope to Mr. Raymond Murphy, 58 Adams Street, Boston, 
Massachusetts. The letter is being sent by you. 
0 
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Address an envelope to Mrs. Edward O'Brien,278 Broadway, I 
South Boston, Massachusetts. You are writing the letter from I 
~our school. Put your name and the school address in the 
upper left hand corner. 
Address an envelope to Dr. Francis Sullivan, 33 Green 
Street, Charlestown, Massachusetts. Imagine that you are 
sending the letter from 63 Granite Avenue, Qu.inc~,Massa­
chusetts. 
70 
Address an envelope to R~H. Jordan and Company, 92 
Tremont Street, Boston, Massachusetts. Put your own return 
address in the upper left hand corner. 
Address an envelope to Jobn w. Adams and Sons, 954 
Hyde Park Avenue, BYde Park, Massachusetts. Use your own 
return address. 
7 
BUSINESS LETTERS 
Our next step is learning to write business letters. 
Don't say, ni'll never write a business letter." 
You won't write one if you don't know how. Chances 
are that there will be times when you will wish you knew 
how to write one. 
Often it is necessary to write a letter applying for 
a job. Newspaper ads in the H:lp Wanted column often say, 
"Apply for this job by letter. 
You may wish to write to a former teacher, asking to 
use her name for a reference. 
!I 
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You may wish to write to a former employer, asking for 1 
a letter of recommendation. · 
Name some other reasons for writing a business letter. 
1
1 
On the lines below write 5 reasons for writing a business 
letter. 
PARTS OF A BUSINESS LETTER 
HEADING - The heading is the same as in a friendly letter. 
ADDRESS - The address of the person or persons to whom 
the business letter is being sent comes before 
the salutation. 
SALUTATION - The salutation is a polite way of saying 
"Hel1o," to the person to whom you are writing. 
In a business letter we use the salutations 
listed below. Copy each one of them. 
Dear Sir: 
Dear Sirs: 
Both words in this salutation begin with capital letters. 
The salutation is followed by a colon. This is a colon: . 
II 
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BODY OF A BUSINESS LETTER - Just like the friendly letter, 
the bodY of the business letter tells what we want to say. 
A business letter is written about a business matter. 
The body of a business letter should begin on the line 
below the salutation. It should be in about one inch from 
the margin. 
CLOSING - Just like the friendly letter, the closing of a 
business letter is like saying "Good-bye" when two people 
leave each other. 
The right closings for a business letter are below. 
Copy each one with your signature. 
Yours truly, 
Veey trttly yours, 
Yours very tra.ly, 
WORD STUDY 
letter heading 
friendly salutation 
business body 
learn closing 
necessa'r3' signature 
apply- capital 
teacher period 
employ-er oomma. 
address envelope 
John Codman Company 
168 Plain Street 
Boston, Massachusetts 
Dear Sir: 
45 Dudley Street 
Roxbur,y,Massacbnsetts 
December 24, 1949 
I wish to apply for the job of stock boy which was 
advertised in the Boston Post this morning. 
I have a Job after school delivering orders for Best's 
Market, 796 Blue Hill Avenue, Mattapan. Mr. Maurice Best, 
my boss, is willing to give me a recommendation. 
I am strong and willing to work. I would like a chance 
to talk to ;you about the job. 
You may reach me any afternoon after school at the 
market. The telephone number is Blue Hills -8- 5392. 
Fill in the blanks: 
1- 45 Dudley Street 
Roxbury, Massachusetts 
Very truly yours, 
Robert Delano 
of the letter. December 24, 1949 is the 
------
2- The address of the one to whom the letter is being sent 
is 
3- The name of the boy who wrote the letter is 
------
4- The boy applied for a job in the of the letter. 
---
5- Very truly yours is the of the letter. 
6- The salutation of the letter is • 
------------------
4 
Write the correct capital letter in each space below. 
Snow -hite Laundry 
682 -assachusetts Ave. 
-oston, -ass. 
-ear -ir: 
225 -ashington -t. 
-oston, Mass. 
-ctober 21, 1949 
-obn Jones, one of your truck drivers, told me that 
there is a job open for a checker in your laundry. - Wish 
to apply for the job. - worked as a checker in the Super 
- sundry for one year before it was burned down. 
-ay I interview you about this position? If you 
want to reach me by telephone, DW number is HI-2- 7368. 
oorrect 
laundry 
truck 
driver 
-ours truly, 
-ames -eeney 
WORD STUDY 
capital 
checker 
interview 
telephone 
'16 
il. 
I 
White Book Co. 
45 School St. 
Boston, Mass. 
Dear Sir: 
25 Dale st. 
Roxbury, · Mass. 
April 19, 1960 
Kindly send me one copy of the book Holding a Job, 
written by William Dunn. I am enclosing a money order 
for two dollars ($2.00). 
Yours tra.ly, 
Joseph Davis 
This letter shows the right placement for each part of 
a business letter. Copy it below. 
This ad was in the Boston Globe this morning. 
Write e. letter applying for the job. 
WANTED- a boy, 16 years old, to work as 
e. messenger for a leather oompany. He 
mnst know hie 'flay around Boston. Apply 
by letter. Slade Leather Company, 
75 Congress st~, Boston, Mass. 
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J .:M. Sears and Sons, '1'1 Franklin St. , Boston. 
Massachusetts, are selling bicycles for twenty-nine 
dollars and seventy-five cents ($29.75). Write a 
letter ordering one. Tell wbat color you want. Ask 
them to send it o.o.n. 
o.o.n. means Oash on Delivery. When the bicycle 
is delivered to you, you will pay the truck driver the 
cost of the b.icycle. He will give you a receipt. That 
means that he wil1 sign the bill saying that you paid 
him. Always keep your receipt. 
j. 
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THE TIME CLOCK 
Many places of business make the workers punch a time 
clock when they come to work and again when they leave work. 
Usually a worker will "ring in" in the morning and "ring out" 
at noon. Then he will "ring in" at noon and "ring out" at 
night. Raving to use a time clock makes workers more carefUl 
about being on time. It also helps to keep them from leaving 
early. 
This is a. sketch of a time clock. On the left is a 
picture of the card rack which holds a card for each worker. 
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The worker puts the card in the slot in the front of 
the time clock. Then he puJ.ls a handle. The exact time 
at tbat moment ie printed on the card. This is a sample 
time card. 
Mornins Afternoon Total I 
Day !n <5ut !n <5ut Hours Min. I 
M:on. 8.00 12.00 1.00 5.00 8 
rues. 8.05 12.00 1.25 5.00 "1 30 
I ~ed. 8.00 12.00 1.00 5.00 8 
~=~s. 8.00 12.00 1.00 4.00 7 8.00 12.00 2.00 5.00 6 30 
~at. 
I Total 37 
il 
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Make out a card for a man who goes to work a.t 7 .oo A.M. l1 
and goes to lunch at 12.00 noon. He returns at 1.00 :P.M. 11 
and quite a.t exactly 4.00 P.M. How many hours a day does 
he work ? How many hours a week does he work ? J 
~AME WEEK ENDING I 
I 
DAY Morning Af'ternoon Total 
In OUt In Out Hrs.Min. 
II 
II 
I 
' II 
'I I 
Total 
-
- ~ 
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Time cards are used to figu.re eaeh worker's pay. First, 
find the total number of hours. Then multiply that by the 
rate paid per hour. 
If a man works 8 hours a day at $.50 an hour, he will 
earn $4.00. 
$ .50 
X 8 
II 
II 
'I 
I 
I 
i 
I 
If a man works 40 hours a week at $.50 e.n hour, he will. 1 
earn $20.00. 
$ .50 
X 40 
$20.00 
The man whose time card is on the last page worked 
only 37 hours. He earned only $18.50. If he bad started 
on time and worked until closing time, hie pay would have 
been $ 20.00. 
.$;;5o 
X 37 
--m> 
150 $18.50 
Find the total number of hours the following men 
worked. Then figure their pay by the day and by the week. 
I 
John Jones worked as a dishwasher. He earned $ .60 an hr j 
Hours :Pay 
Mon. 10.00-2.00 3.00-7.00 
Tues. 10.30-2.00 3.00-7:30 
Wed. 10.00-2:00 3:00-6:30 
Thurs. 11:00-2:00 4:00-7:00 
Fri. 12: 00-2 : 00 3:00-7:00 
Sat. 12:00-2:00 3:00-6:30 
Total 
I 
I 
v' 
James Smith works as a checker in a laundry. 
$.70 an hour. 
Mon. 8:00-12:00 
~es. 8:30-12:00 
Wed. 8:00-12:00 
Thurs.8:30-12:00 
/ 
Fri. 8:15-12:00 
1:00-5:00 
1:00-5:30 
1:30-5:30 
1:30-5:00 
1:15-5:00 
Total 
Hours 
He 
Dick White is an usher. He earns $.80 an hour. 
earns 
Pay 
Hours Pay 
Mon. 2:00-6:00 7:00•9:00 
Tues. 2:00-5:00 6:00-9:00 
Wed. 2:00-5:00 6:00-10:00 
Thurs.2:00-6:00 7:00-10:00 
Fri. 2:00-4:00 5:00- 8:00 
-
Sat. 3:00-7:00 8:00-11:00 
-
Total 
-
II 
I 
I 
I 
I 
I 
I' 
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TABLE OF WAGES BY THE HOUR 
The table below will be helpful when you figure your 
pay. All you need to know is the number of hours you worked 
and the amount you earn an hour. 
TABLE OF WAGES BY THE HOUR 
1 .25 1 .3o 1 .35 1 .40 1 .45 1 .so 1 .55 1 .6o 1 .ss 1 .10 1 .75 1 .80 .85 .90 .95 1.00 
~4 .06 .08 .09 .10 .11 .13 .14 .15 .16 .18 .19 .20 .21 .23 .24 .2S 
~ .13 .1S .18 .20 .23 .2S .28 .30 
·P .35 .38 .40 .43 .45 .48 .so 3 / 
.19 .23 .26 .30 .34 .38 .41 .45 .49 .53 .56 .60 .64 .68 .71 .7S 
-'4 
1 .25 .30 .35 .40 .45 .so .55 .60 .65 .70 .75 .so .85 .90 .95 1.00 
2 .so .60 .70 .80 .90 1.00 1.10 1.20 1.30 1.40 1.50 1.60 1.70 1.80 1.90 2.00 
3 .75 .90 1.05 1.20 1.35 1.50 1.65 1.80 1.95 2.10 2.25 2.40 2.5S 2.70 2.85 3.00 
4 1.00 1.20 1.40 1.60 1.80 2.00 2.20 2.40 2.60 2.80 3.00 3.20 3.40 3.60 3.80 4.00 
5 1.25 1.5o 1.75 2. 00 2. 25 2.50 2.7S 3.00 3.25 3.50 3.75 4.00 4.25 4.50 4.75 5.00 
6 I 50 1.80 I 2.10 2.40 2.i0 3.00 3.30 3.60 3.90 4.20 4.50 4.80 5.10 5.40 S.70 6.00 
7 !. 75 2.LO 2. 45 2.80 3.15 3 50 3.85 4.20 4.55 4.90 5.25 5.60 5.95 6.30 6.65 7.00 
8 2.00 2.40 2.80 3.20 3.60 4.00 4.40 4.80 5.20 5.60 6.00 6.40 6.80 7.20 7.60 s.oo 
9 
I 
2-25 2.70 3.15 3.60 4.05 4.50 4.95 5.40 5.85 6.30 6.75 7.20 7.65 8 .10 8.55 9.00 
10 2.50 3.00 3.50 4.00 4-50 5.00 5.50 6.00 fi.SO 7.00 7.50 s.oo 8.50 9.00 9.50 10.00 
20 5.00 6.00 7.00 8.00 9.00 10.00 u.oo 12.00 13.00 11.00 15.0') 16.00 li.OO 18.00 19.00 20.00 
30 7.50 9.00 10.50 12.00 13.50 15.00 16.50 18.00 19.50 21.00 22.50 24.00 25.50 27.00 28.50 30.00 
40 I to.oo 12.00 14.00 16 00 18.00 20.00 22.00 24.00 26.00 28.00 30 00 32 00 34.00 36.00 38.00 40.00 
The top line shows the rate of pay. The first line at 
the side shows the hours. Find your rate of pay per hour on 
the top line. Run your finger down that line until you come 
to the line showing the number of hours you have worked. 
That is the amount of your wages. 
Practice finding your pay using different rates of pay 
and different numbers of hours. 
/ 
This is important 1 The amount you earn and the amount 
you take home are two different things. Money is taken out 
of your pay for Withholding Tax and Social Security. This 
money is deducted from your total salary. What is left is 
called "net pay" or "net salary". 
y 
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TELLING TIME 
All workers should know how to tell time. Employers 
insist on punctuality. That means workers mnst be at work 
on time. 
On some jobs the worker must finish a job in a certain 
length of time. They must be able to time themselves. 
Some workers tend machines which have to be turned off 
at a certain time. Name some jobs where it is necessary to 
be able to tell time. 
,.,..., .... - --..__ The numbers on the clock tell 
the hour. There are two hands. The 
tf 3 I little hand tells the hours. It is, I 
. ~ "· called the hour band. The long ban~ 
7 ---~ s: is called the minute hand. -
When the minute hand points to 12, 
the hour band tells the hour. 
--~~i.-. /. 1 I '., 
I I '\ 
\ /0 J-\ 
3 , 
'-1 / 
When the minute ~points to 6, 
it is half past the ~· 
When the minute ~ points to 3, 
it is quarter past ~ ~· 
8 
I 
I 
II 
1/ 
7 
as 
When the minute hand points to 
9, it is quarter of the hour. 
It takes the minute hand 5 
minutes to go from one number 
to the next number. 
Start at 12. It takes 5 minutes 
to go from the number 12 to the 
number 1. Look at 1 and say"5". 
Look at 2 and say"lO". Look at 
3 and say"l5". Look at 4 and 
say "20". Look at 5 and say 
"25". 
On the right side the 
minute hand tells the time "past 
the hour". 
On the left side of the clock 
the minute hand tells the time 
"of the hour". 
Starting at 12 count backWards. 
Look at 10 and say"10". Look 
at 9 and say "15". Look at 8 
and say "20". Look at '1 and 
say "25". 
!I 
What time is it by each clock ? 
The minute hand goes from one 
of the little marks to the next 
little mark in one minute. 
What time is it-oy the clock ? 
Starting at 1 count the marks: 
1-2-3. It is 8 minutes past 9, 
or 1:08. 
Count by 5's to the last number the minute band has passed. 
From there count by l's to the minute hand. Each of the 
small marks stands for a minute. There are sixty minutes 
in an hour. There are twenty-four hours in a day. 
What time is it by each clock ? II 
I 
I 
Place the hands in the right positions on the clocks 
below. 
8:2'1 1:45 
Noon is at 12 o'clock in the daytime. 
Midnight is at 12 o'clock at night. 
A.M. means before noon, or morning. 
P.M. means afternoon. 
TEST 
. ........ .,. I 
..-_./\ IJ.. 
I '' / ... ,o 
f 
·-c; 
• ~ j 
\,.~ 4f / 
\ , 7 S" .:-
" -1 " \' ~ • .... .. -·-t ....... 
11:32 
1. The long hand is the 
---------- hand. 
2. The short hand is the hand. 
-----
3. There are minutes in an hour. 
4. There are twenty-four hours in a 
----
• 
5. It is exactly on the hour when the minute hand points 
to • 
6. It is exactly on the half hour when the minute hand 
points to • 
7. It is past the hour when the minute hand is on the 
side. 
a. It is of the hour when the minute hand is on the 
side. 
----
day 
minute 
right 
left 
hour 
six 
sixty 
)I 
II 
I 
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THE CALENDAR 
~ 
.;.. 
.. ..;~- The calendar is 
also used to measure CALENDAR, 1950 time. The cloak meas-
JANUARY JULY urea hours, minutes, 
s. M . T. w. T . F. s. s. M . T. w. T . F. s. and seconds. The 
-
- - -
- - - - - - - - - -
calendar measures 1 2 3 4 5 6 7 1 
8 9 10 11 12 13 14 2 3 4 5 6 7 8 months, weeks, and 15 16 17 18 19 20 21 9 10 11 12 13 14 15 16 17 18 19 20 21 22 22 23 24 25 26 27 28 days. 23 24 25 26 27 28 29 29 30 31 .. 30 31 .. .. . . Using the aalenda.:r 
FEBRUARY AUGUST on this page,fill 1n 
1 2 3 4 1 2 3 4 5 the 5 6 7 8 . 9 10 11 "i; 7 8 9 10 11 12 spaces. 
12 13 14 15 16 17 18 13 14 15 16 17 18 19 
19 20 21 22 23 24 25 20 21 22 23 24 25 26 
26 27 28 .. .. 27 28 29 30 31 .. 
MARCH SEPTEMBER l.There are months 
1 2 3 4 1 2 in a. year. 5 6 . ., 8 9 10 11 "3 4 5 6 7 8 9 
12 13 14 15 16 17 18 10 11 12 13 14 15 16 2. There are _days 19 20 21 22 23 24 25 17 18 19 20 21 22 23 
26 27 28 29 30 31 .. 24 25 26 27 28 29 30 in a. week. 
APRIL OCTOBER 3. The first month is 
1 1 2 3 4 5 6 7 
• "2 "3 "4 5 6 "7 8 8 9 10 11 12 13 14 The last 9 10 11 12 13 14 15 15 16 17 18 19 20 21 4. month is 16 17 18 19 20 21 22 22 23 24 25 26 27 28 
23 24 25 26 27 28 29 29 30 31 
• 30 .. . . . . 5 • There are 31 days 
MAY NOVEMBER in months. 
1 2 3 4 5 6 . ., 1 2 3 4 6 • There--ire 30 days . ., 8 9 10 11 12 13 "i; "i; 8 9 10 11 
14 15 16 17 18 19 20 12 13 14 15 16 17 18 in months. 21 22 23 24 25 26 27 19 20 21 22 23 24 25 
28 29 30 31 . . .. . . 26 27 28 29 30 7. This year Pebrna.ry 
JUNE DECEMBER bas days. 
1 2 3 
·;, 1 2 a. Every four years "4 5 "6 7 8 9 10 ":i 4 5 6 8 9 
11 12 13 14 15 16 17 10 11 12 13 14 15 16 Febra.ary bas days. 18 19 20 21 22 23 24 17 18 19 20 21 22 23 
25 26 27 28 29 30 .. 24 25 26 27 28 29 30 It is called t'iap 
.. .. .. .. .. 31 
. Year • 
_ ~Figures in b lack indicate the days. on which schools are in session . 9. January 1 comes on F t:ures in red indicate the days on which they are closed. _ 
. 
10. July 4 comes on 
Things to do: 
Read the names of the days in order. 
Read the names of the months in order. 
Things to remember: 
7 days make one week. 
365 days make one year. 
12 months make a year. 
A leap year has 366 days. 
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THE THERMOMETER 
In many jobs you will need to know how to read a 
thermometer. An operator of ~-~~sh washing machine has tQ 
0 
be sure that the temperature of the rinsing water is 140 • 
A worker in an ice cream factor,y has to be sure that the 
temperature is right for freezing the ice cream mixture. 
A worker in a bakery must know how to read an oven thermom-
7 
eter. Be thinking of other jobs in which it 
is necessary to know the temperature. 
The thermometer in the picture is an out-
door thermometer. The glass bulb and tube 
hold s liquid called mercury. Heat causes 
the mercury to rise in the tube. 
The thermometer is marked off in degrees. 
On this thermometer there are numbers for 
0 
every ten degrees. The sign stands for 
(o) 
degree. Find zero on the thermometer. On 
this thermometer the mercury may go down to 
0 0 
40 ~elow zero or it may go up to 120 above zero. If you 
have a different kind of a thermometer at home, bring it in 
for the rest of the class to see. 
0 
The temperature at which water wi11 freeze is 32 above 
0 0 
0 • HealthfUl room temperature is 68 • The body tempera-
a 
ture of a person in good health is 98.6 • We call that a 
normal temperature. If a person's temperature goes above 
0 
98.6 , we say he "has a temperature." 
\ 
_j 
Get a real thermometer. What temperature does the 
mercury in the thermometer show ? Place your finger on the 
bulb. Does the mercury rise or fall ? Place the bulb in 
cold water. Does the mercury rise or fall ? 
What will heat do to the mercury ? What will cold do 
to the mercury ? 
Keep a record of the temperature in your schoolroom 
at 10:00 A.M. and 2:00 P.M. every day. 
Find the weather report in the daily newspaper. What 
does it tell you ? 
Below make a list of occupations in which it is neces-
sary to know how to read a thermometer. 
WORD STUDY 
thermometer temperature mercury 
glass degree zero 
bulb normal record 
tube rise heat 
freeze fall cold 
I 
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HOW TO DIAL 
1. Be sure of the number you want. If in doubt,look in 
the Telephone Directory. 
2. ALWAYS WAIT FOR THE DIAL TONE- a steady humming sound 
whioh tells you that the equipment is ready for your 
call. Oocasionally,there may be a delay before you hear 
the dial tone. But don't start to dial until you do 
hear it. Then dial promptly. 
3. Dial the FIRST TWO LETTERS of the central office name 
and THE FIGURE. 
4. Then dial the four figures tbat make up the number of 
the telephone you want to reach. 11 
To oall LI berty 2-9980 1 
Dial LI 2-9980 
5. When you hear the RINGING SIGNAL- a steady burr-r-r-you 
know the telephone you dialed is being rung. Give the 
person you are calling a reasonable time to answer be-
fore ~ou hang u~. 
Bostonelephone 7 irecto;y, P• 2. 
I 
II 
9 
USING THE TELEPHONE DIRECTORY 
Look up the following names in your Telephone Directory. 
I Write the exchange and number of each. 
I 
I Boston City Hospital 
Boston Folice Department 
Boston Fire Department 
John Marshall School 
Massachusetts General Hospital 
Metropolitan Transit Authority 
First National Bank 
Hotel Statler 
Boston Herald Traveler 
United States Post Office 
Information 
Time of Day 
Weather Forecast 
Out of Order 
Out of Town Call 
Out of Order 
DIALING TELEPHONE NUMBERS 
Below is a list of telephone numbers. In the blank 
spa.ce following each number print the exact letters and 
numbers you would dial to make a telephone call. Study 
the examples below. 
GE neva-6 --3130 
HI ghlands-2 --3276 
co lumbia-6 -~ 6366 
AV enue-2 -- 9876 
GA rrison-7 --4657 
HI ghlande-5 --2873 
OA pitol-7 -N 3670 
HA ncook-6 -- 1135 
LA fayette-3 --2218 
AL laton-6 -- 8324 
BA yside-9 6235 
OA pitol-7 9832 
OI role-7 7462 
OI ty Point-a -- 9064 
DE vonshire-8 8754 
RU bbard-2 5336 
KE nmore-6 8935 
LI berty-2 -- 7344 
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TELEPHONE MESSAGES 
On many jobs you will be expected to answer the tele-
phone. Listen carefully. Write down the name, address, 
and telephone number of the person who called. Also put 
down the date, the time, and the message. 
Imagine that you work in a market. Mr. John Anderson 
called at 2 o'clock, March 3, 1950. He ordered 5 pounds of 
the best quality sirloin steak to be delivered. He lives 
at 132 Washington st., Dorchester. His telephone number is 
GE neva-6-- 3825. 
Write the message. Read it back to be sure that you 
have not made a mistake. A mistake in a telephone message 
may be costly to your employer. It might coat you your job. 
TELEPHONE MESSAGE 
NAME Jobn Anderson DATE March 3,1950 
ST. 132 Washington St. CITY Dorchester 
TIME 2:00 P.M. TEL. GE-6--3825 
Deliver 5 pounds best sirloin steak 
to above address. 
SIGNED ______ (~W_r_i~t_e~y_o~u_r_o_wn~~n~am~e~)~·----------
Fill in the forms on the next page. 
I 
,, 
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Mr. Robert Hill called at 9:30A.M., August 3, 1949. j 
I He asked that Mr. Smith call him at 11:00 A.M. His telephone 
number is AV enue-2 -- 9336. He is at 496 Washington st., 
Roxbury. 
TELEPHONE MESSAGE 
NAME ___________ ~DATE ______ _ 
ST. ____________ CITY ______ _ 
TIME _________ ~ ___ TEL. ______ _ 
SIGNED _______________________ ___ 
Mr. John Worth, Dorchester Garage, 779 Talbot Avenue, 
called at 1:15 P.M. Mr. Grant's oar will be ready at 5:00 
P.M. The telephone number is TA lbot-5 --5257. The date 
is January 9, 1950. 
Tl[JjEPHONE MESSAGE 
NAME _________________ DA,E ________ _ 
ST. CITY 
------
TIME TEL. 
------
I I, SIGNED _____________ _ 
:1 II 
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HOW DO YOU SAVE YOUR MONEY? 
Do you bury it ? 
~ / 
~--~~ l ill 
I_.J LU 
Do you hide it in a book ? 
Do you put it in 
your piggy bank ? 
SAVINGS BANK 
Teller 
Do you put it in a Savings 
Bank ? 
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SAVINGS BAWKS 
Look at the pictures on the page before this one. The 
first three pictures show ways tbat _people save their money. 
Why is it foolish to try to save money in any of these ways? 
Everyone should try to save part of the money which he 
earns. The best way to save it is to put it into the savings 
bank. 
Copy the reasons for putting money in the savings bank. 
1. There is less temptation to spend money which is in a 
savings bank. 
2. Money is safe in a savings bank. 
3. Money in a savings bank is insured against loss. 
4. Depositors get interest on their money. 
WORD STUDY 
save safe interest 
saving temptation loss 
Savings Bank insured 
money deposit 
account depositor 
9 
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STARTING A SAVINGS BANK ACCOUNT 
When you are ready to start an account in a savings 
bank, go to the teller in the bank. He will hel~ you. Tell 
him that you want to put some money in the bank. You may 
say to him, "I would like to open an account." 
He will hand you a card. This is a signature card. 
He will ask you to sign your name. When you sign your name 
we say that you write your signature. 
The teller will also ask you to write your address. 
II 
II 
I 
I 
II 
Now the teller will make out a book in your name. This /1 
is ealled a bank book. Whenever you deposit money in the 
bank or whenever you withdraw money from the bank, you must I 
have your bank book with you. 
When you are ready to deposit money, you must make out 
a deposit slip. There will be a table or counter in the 
bank which holds these slips. There will be pen and ink 
for you to use, too. 
Below ia the picture of a deposit slip. 
SAVINGS BANK 
Deposit Slip 
To the account of 
Name 
. Street 
City State 
Date 
Bill s 
Change 
Checks 
Total 
I 
1. Fill in the top of 
the deposit slip. 
2. Write the amount of 
the bills which you 
are going to put in 
the bank on the line 
Bills. 
3. Write the amount of 
change which you are 
going to put in the 
bank on the line 
Change. 
4. Write the amount of 
the checks whioh you 
are going to put in 
the bank on the line 
Checks,and below. I 
I 
I 
II 
5. Add the amount of the l 
bills,the change,and 
1 the checks. Write 
the sum on the line 
Total. !1 
.:- ~'·==== 
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MAKING OUT DEPOSIT SLIPS 
When making out a deposit slip, if you are depositing 
a check, write the name of the bank on which the check is 
drawn. If the check is drawn on the Shawmut Bank, write 
"Shawnm.t Bank". 
Before you deposit a check you mnst endorse it. You 
write your name on the back of the check when you endorse it. 
Make out the deposit slips below. Imagine that you 
are making the deposit. Put down your own name and address. 
Put down toda.y's date. 
Your deposit: 
$25.00 in bills 
$ 1.43 in chs.nge 
Checks: 
$16.58- TenCent Savings 
Bank of Boston 
$25.68- Milton savings 
Bank 
SAVINGS BANK 
Deposit Slip 
rro the account of 
~ame 
~treat 
pity State 
Pate 
~ills 
pha.nge 
phecks 
Total 
~o the 
Name 
~treet 
Pity 
bate 
Bills 
Ohange 
Checks 
Your deposit: 
$ 72.00 in bills 
$ 5.68 in change 
Checks: $ 4.52 Dorchester 
Savings 
Bank $ 2.36 Roxbury 
s i Ba, ~v ngs --
SAVINGS BANK 
l)eposit Slip 
account of 
State 
Total 
YOUR BANK BOOK 
After you have made out your deposit slip, check it to 
see that you have not made any mistakes. 
Then hand it to the bank teller. He will put the 
amount of your total deposit in your bank book. 
Here is a picture of a page in a bank book. 
In account with John Jones ------~~~~------------~~ 
Drawn 
Da.te Out 
r. -
Apr. 8-49 $25.00 
May 9-49 
May 18-49 $25.00 
Jun 3-49 
Jun 9-49 
Jul 6-49 $55.00 
Jul 29-49 
$ 8.14 
$ 1.90 
$ 1.00 
• 1 
223.51 
231.65 
206.65 
208.55 
209.55 
154.55 
1.03 155.58 
On July 29, 1949, the bank paid $1.03 in interest 
to the depositor, John Jones. Interest is money which 
a savings bank pays to a depositor for the use of his 
money. 
The balance is the amount in the bank after money 
is drawn out, deposited, or after interest is added. The 
teller puts down the balance every time you do business 
at the savings bank. 
Answer the questions below: 
1. How much did John Jones deposit on May 9,1949? 
2. What was his balance on March 5, 1949? 
3. How many deposits did he make ? 
4. What was the largest amount drawn out ? 
5. How much interest did he get ? 
6. What was his balance July 29, 1949 ? 
100 
YOUR BANK BOOK 
There are pictures of two pages of bank books below. 
Fill them in correctly. 
I 
II 
I 
' 
I 
,, 
I' 
II 
·r-
,I 
I' li 
1. This bankbook belongs to Mary White. 
2. She deposited $5.85 on October 5, 1948. 
3. She drew out $2.25 on December 19, 1948. 
4. She deposited $ 62.73 on January 9, 1950. 
5. Her balance January 9, 1950 wa s 
1. 
2. 
3. 
4. 
5. 
6. 
In account with 
I 
This bank book belongs to Thomas Smith. 
He deposited ~12.66 on August 8, 1949. 
He deposited 32.75 on August 15,1949. 
He deposited 29.25 on August 22,1949. 
He withdrew 50.00 on September 1,1949, to 
buy new clothes for school. 
His balance September 1,1949 was __ _ 
In account with 
'I 
'I 
II 
\l 
I 
I 
I 
I 
' 
I 
I 
II 
I 
·' 
.,---= -
II 
WRITING A CHECK 
Checks are often used instead of money for paying bills. 
The person who uses checks must bave money deposited in the 
bank in order to own a check book. 
Some banks sell "registered" checks for a small amount. 
When you buy a registered check you must pay the amount of 
the check plus the cost of the check. 
Checks are a safe way to pay bills. Only the person 
to whom ~e check is made out can cash it. He must sign 
his name on the back. We say he endorses it. 
Below is a picture of a check. The first picture is 
the front of the check. The second picture is the back of 
the same check after it bas been endorsed. 
Boston, 
ay to the 
order 
of __ ~~~~~~~~~~~~~~~22~~~-L-L£a~~~----~ 
To the City Bank of 
Boston,Mass. 
Dollars 
102 
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I 
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WRITING C:IDOOKS 
Make out the two checks below. 
I Check number: 68 · 
Date: February 28, 1950 
:Pay to the order of Jobn Burns 
Amount: $25.98 
Check signed by yourself. 
I I I No. 
!Pay to the 
!order 
Boston,Mass. I 
of 
Dollars 
To the City Bank of I 
I 
Boston,Mass. 
I 
I 
Check number: 7 
Date: Today 
Pay to the order of Robert Warner 
Amount: $9.06 
Check signed by yourself. 
No. 
I I Pay to the Boston,Mass. order 
I of 
Dollars 
I 
I To the City Bank of ' Boston,Mass. 
/I 
I I~ 
--· 
II I ,, 
I 
========------=~~-= - ----=--·===-
APPLICATION FOR A MONEY ORDER 
If you wish to send money to any part of the United 
States, you may buy a Money Order at the United States Poet 
Office. First, you must fill in an application blank for 
the Money Order. Hand the application to the post office 
clerk. He will give you a money order, made out to the one 
to whom you are sending the money. The Post Office chargee 
a small fee. 
For orders From $0.01 to $5.00 ----
From $5.01 to$10.00 ----
From$10.01 to$50.00 ----
From$50.01 to $100.00 --
10 
15 
25 
35 
cents 
cents 
cents 
cents 
The person to whom you send the Money Order may cash 
it in any United States Post Office. He must sign his name. 
We say that he must endorse it. 
. 
. 
! 
. 
!~ 
•a 
: .. J.9 
:.s 
l = :'E 
• 0 
:a 
•o 
'"' :• 
'k l.2 
l~ 
! ~ 
•a !~ 
:& 
·-:o ,. 
:~ ~~ ! 
';! :~ t ~ :~~ --'05' 0., t.C'd ~'0~ t-l !~it g~;s 
li ,., 
•a :I 
·-:o ,. 
•a :z !'-' 
l 
! 
i 
} 
J 
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APPLICATION FOR MONEY ORDER 
You wish to buy a bioyole from James Jones Co., 16 
Summer St., Boston, Massaohusetts. The bioyole will oost 
$29.50. Using the blank below, make out the applioation 
for a money order to be paid to James Jones Co. 
Form 8001-Rev. ?-44 
POST OFFICE DEPARTMENT 
THIRD ASSISTANT POSTMASTER GENERAL 
DIVISION OF MONEY ORDERS 
The Postmaster 
YUIInsert 
FEE __ _ 
r~: oiiicii-drawn--on:-wiiiiii-tiiii-oiiice 
named by the remitter does not trans-
set money-order business 
No. __________________  
Stamp ol IWIIDI Olllct 
Spaces abon tbia line are for the Poatmaater'a record, to he 6Ued in by him 
Application for Domestic Money Order 
Spacea below tobbe fillet In by purchaaer, or, If neceaaary 
Amount- :v anot er peraon for him • 
USE FIGURES, 
oo Nor SPELL. ••••••••••.• Dollars ··---·--- Cents 
P~ll:o}·····-cN-·;;;;;;·.;-;...,··;.;;-o·r·;···1--·-·h·-···--···-·-----···------urm or w om order 11 lntendecl) 
S.nt b,. -··----·--------··(N-;.·.;;;·;,-;;,:;;j;;)·····--·-----------------· 
I 
APPLICATION FOR A MONEY ORDER 
Imagine that you have moved to another oi ty. Your 
new address is 143 East 39th st., New York City. You wish 
to send a money order to your mother who lives at your 
present address. Using the blank below, make out the 
application for a money order for $25.00. 
J 
Fonn 8001-ReT. 7-ce 
~2!T As?r~!;~;>;::E~~~N~~ N 0 • -------------------
- DIVISION OF MONEY ORDERS Stamp DfllllllaJ Omco 
The Postmaster 
wJII Insert 
FEE __ 
S.,acea aboYO thia line are lor the Poatmasler'o record, Ia be fiUed in by him 
Application for Domestic Money Order 
Spacea below tobbo filled In by purchaaer, or, If necoaaar:v 
Am Y another person for him ' ount-
osE FIGURES, 
oo Nor SPELL ___________ Dollars--------- Cents 
Sent b,. ------------------m-.-~;-~r;;nd;;>-------------------.. -------
=- - ===-=~~r----=- =-- --- -=-- - =j 
I 
_ __106 
TELEGRAMS 
On some jobs you may be asked to go to a Telegraph 
Office to send a telegram. In business, telegrams are 
usually used to send short messages quickly to people in 
distant places. 
Many young men in the armed forces send telegT&ms 
when they wish to send a message home quickly. If they 
get• an unexpected leave, they often telegraph ahead to 
let the family know that they are arriving. 
Money may be sent by telegraph. 
There are four kinds of telegraph service which are 
usually used. 
I -FULL RATE TELEGRAM 
This is the fastest. The rate is based on 10 words. 
II- DAY LETTER 
The diy letter is sent during the day. It is not 
sent so quickly as the FULL RATE TELEGRAM. The 
rate is based on 60 words. 
III-NIGHT LETTER 
The night letter is accepted during the day. It 
is sent during the night when the telegraph office 
is not busy. It is delivered the next morning. 
The rate is based on 60 words. 
IV-TELEGRA.l'R MONEY ORDER 
This is a quick, safe way of sending money from 
one place to another. 
On the next pages you will find samples of telegrams 
and blanks to fill out. 
107 
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SENDING A TELEGRAM 
Write a telegram to a friend, William Stone, 1'7 
Lexington Avenue, New York City, New York. Ask him to 
meet you in the Grand Central Station at 2:00P.M., 
Thursday. 
.J DOMKS C SE:RVICE: '\. w-E S·T E R.N _J_ NTERN.ATION.AL SERVI E'\. Ch pktheclassofservicedesired; $ 1207 Check the class of service desired; 0 erwiee this message will be otherwise this message will be ~ntasa full rate telegram 
· sentatthefullrate 
FULL RATE 
s 
'U N l,O N SERIAL FULL DEFERRED TELEGRAM RATE DAY NIGHT E NIGHT 
LETTER LEITER II' CODE LEITER lr .JOSEPH L. EGAN. PRESIDENT 
NO. WDS.·CL. OF SVC. PD. OR COLI.. CASH NO. CHARGE TO THE ACCOUNT OF TIME FILED 
Sm4th4followin6 me••aze,sub}ectlo tM terms on back hereof, which are hereby azreed to 
To--------------------------------------------------------------------19 __ · 
Street and No·--------------'------------------------------
Care o/or Apt. No. ________________ Place ___________________ ~ 
,'\ ~EW 
CURTIS 
"SERVICE 
(StgmJ) 
Telegraph your order for America's favorite magazines-HOLIDAY, 1 yr., $5 • the Publltllerwlll,onaubscrlber's 
requsat, refund full amount 
Post, 1 yr., $6• LADIES' HoME JOURNAL, 1 yr., $3. All i!Jriees U.S. only. No charJe paldforcoplesnotprevlously 
P W U b _ _. b she mailed. Prices subject IQ for wire. ay estern nlon clerk for subscription or when m- y publl r. changewlthoutnotlce. 
Sender'• name and aJ6reu (For reference) Sendct'• telephone number 
SENDmG A TELEGRB 
You are visiting at 79 North Avenue, Ohicago,Illinois. 
Send a telegram to your mother asking her to send you fifty 
dollars. 
Check the claaa of service desired; $ 
otherwiae this m""""ge will be 
eentu a full rate teleiP'am 
~--........,,.....-.......;;;...._T"""IS 
SERIAL 
NIGHT 
LEITER 
NO. WDS.·CL. OF SVC. 
E 
PD. OR COLL. 
WESTERN 
UNION 
.JOSEPH L.. EGAN. PRESIDENT 
CASH NO. CHARGE TO THE ACCOUNT OF 
I 
I 
II 
1207 
INTERNATIONAL SERVICE 
Check the elaee of service desired; 
otherwise this meeeage will be 
sent at the full rate 
FULL 
RATE 
CODE 
DEFERRED 
NIGHT 
LEITER 
TIME FILED 
To---------------------------------------------------------- _____________ )9 __ 
StrutandlVo. ________________________________________________________________________________ __ 
Care of or 
Api.JVo. __ ----=-----------------Piace _________________________ __ 
, 
A NEW 
CURTIS 
~ERVICE 
(SigneJ) 
Telegraph your order for America's favorite magazines-HOUDAY, 1 yr., $5 • the 
Post, 1 yr., $6 • LADIES' HoME JoURNAL, 1 yr., $3. A~ prlce5 U. S. only. No charge 
for wire. Pay Western Union clerk for subscription Ol' when blUed by publisher. 
Publlaher will, on subscriber' a 
requeet, refund full amount 
paid for copies not previously 
mailed. Prices subject to 
change without notice, 
SenJu'1 nczme anti aJJrua (For reference) ..5tr~Jer 'a telephone number 
·~===============----~===================-----~~=======~ 112 
SENDING A TELEGRAFH MONEY ORDER 
Your mother sends you a money order for fifty dollars 
to ?9 North Avenue, Chicago, Illinois. She also sends a 
telegram with the money order telling you to come home at 
' 
once. 
I 
f ... 
THE WESTERN UNION TELEGRAPH COMPANY AMT. 
MONEY ORDER -f~A CHG•. 
ACCTG. INP'M. .llNDING DATA ' A . N . WILLIAM B. CHAIRMAN OP' THE •oARD .JOSEPH L. EOAN. ~RKSIDKNT TOLL • 
.. 
Smd IM/o~ "'"'"Y ortlw 111bjectto Cf»>diliOIU TAX beiMIIIIIiJ on 11M. lureof t~~!Ucll 11re 11greed to: I 
CHilCK '11M&PILilD TOTAL MOD . 19-
OP'P'ICil DAT& 
AMOUNT tiF 
MLLARS AND CENTS 
PAY TO 
l'lliNT AMOUNT DOLLAR. P'IGURU 
I'LilA.Il l'lliNT. IP' WOMAN GIVIl Mil •• Oil MI •• 
lftlll' ADDHIS 
D1111NATION . 
AND ... a 
- Dll.TINATION .llNDilll MISSAGI TO 
II DBIVERED 
WITH MONEY 
ORDEI: 
·~ p Ualess ai•ned below the Telearaph CompallJI' is directed 10 ~ chis ' mone, oider ac m)' mk 10 such person as iu rc_7iq aaenc ines 1:- ro be the above named payee, personal ideaci cation beiq waived. 
.';\~ f;J 81lNDilll"• N~ll 
' 
l ·fl'~rmadon for test question: AD-··· ~':'f:.ilil!l TllLili'HONil NUM·ol~ ~ 
I 
--
-
-
= ·=· -
I I 
II 
MAKmG CHANGE 
You have found that workers in many jobs have to know 
how to make change. For what other reasons should you know 
how to make change ? 
The best way to learn to make change is to practice 
with real money. Practice every chance you get. 
Imagine that you are a clerk in a store. When you 
make change, start with the amount of the sale. Build up 
to the amount which the customer gives you. Always use the 
largest coins and bills possible when you are making 
change. · 
If a customer spends 75¢ and gives you $1.00, you owe 
him 25¢ in change. Think of 75¢. Think of 25¢. 75¢ and 
25¢' make $1.00. 
If a customer spends 16¢ and gives you $1.00, think 
of· 16¢'. Then count by l's to 20 ¢' . That is 4¢'. Then count 
by , 5's t o 25¢'. That .is one nickel or 5¢'. Then count by 1 
25, s to one dollar ($.1.00). That is 3 quarters or 75¢'. 
If you were really giving change for 16¢' from $1.00, 
you would say, "16¢ and 4 are 20¢', and 5¢ makes 25¢', and 
25¢' makes 50¢' &nd 25¢ ma.kes .75¢, and 25¢' makes $1.00." 
You would give the customer 4 pennies, one nickel and 3 
quarters. 
Use the form below to show what change you would give. I 
In each the amount of the sale and the amount given by the 
customer are shown. 
.Amounii Amount CHANGE 
of Given 
Sale lPenn:Les Nicke]._s 'D_j.mes !Quarters Halvearu;l ~~ :jp5 
1.26 $2 4 2 I 1 I 
\ I I I I .32 _$1 
I 2.49 $5 I I . I 
-. 
I I I I 6.12 _$_10 
I I I I 4.98 $10 I \ 
I 
.63 $ 1 I I I I I 
I ... I I 3.46 $ 5 I 
,_,~ 
-
GRAPHS 
This is a bar graph. It is a copy of a graph* which 
was sent out by the United States Government to show the 
number of workers in hotels. 
This graph should be of interest to you because many 
of the boys from our school go to work in hotels. Many of 
them start work in the kitchen. The good workers have a 
chance to be promoted. 
HOTELS 
Per cent of hotel workers in each department 
Restaurant 
and Kitchen 
Housekeeping 
Service 
Office and 
Clerical 
37 
1. 
2. 
3. 
Where are the most 
workers in a hotel 
found ? 
What department I 
has the second high, 
est number of I 
workers ? 
What de]?artment 
bas the fewest 
number of workers? 
Engineering 
& Maintenance 
Executive 
and Salaried 
Officers 
All other 
4. I Wbat are the duties l 
of restaurant and 
kitchen workers ? I 
5. What are the duties l 
of the housekeeping !! 
department? 1 
6. What work would men do in the housekeeping department ? 
7. ~ame some of the kinds of work done by those in the 
service department. 
8. Looking at the graph, wby are your chances of a job 
in the restaurant or kitchen of a hotel better than 
in other parts of a hotel ? 
*Adapted from Wall Chart No.1, Occupational Outlook Service, 
u.s. Department of Labor. 
li 
'\\Q \ ' 
GRAPHS 
In some graphs pictures are used. In the following 
graphs* each picture represents 500,000 workers. 
Service Workers 
The picture shows a hand holding a tray of food. It 
represents all the people who earn their living by waiting 
on other people. They a re called service workers. Our 
firemen and policemen are service workers. They are called 
protective service workers because they protect our lives 
and property. 
On another paper make a list of all the service workers 
you can think of. 
If each of these pictures represents 500,000 workers, 
how many service workers are there in the United States ? 
Unskilled Workers 
The pick and shovel represents all the unskilled work-
men in the United States. It doesn't mean tbat they all 
work with pick and shovels. They are the inexperienced 
workers with little tra ining. 
If each picture represents 500,000 unskilled workers 
in the United States, how many are there altogether ? 
*Adapted from B'nai B'rith Occupational Orientation Chart 
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CHAPTER V 
SUMMARY AND CONCLUSIONS 
CH.UTER V 
SUMMARY AND CONCLUSIONS 
Educators, interested in the problem of the mentally 
retarded, recognize the need of a course in occupational 
information for these children. This has been stressed 
often in the current literature. Observation of the prob-
lems and difficulties which they meet in getting and in 
holding jobs led to the development of the workbook. 
The workbook was chosen as an instrument for teaching 
occupational information because it provided specific activ-
ities and frequent repetition of skills necessary to future 
occupational and social adjustment. The workbook was only 
a part of a course designed to meet the requirements of the 
group. Since no text is available on this level, it was 
used in conjunction with vocational guidanc~ films, film 
strips, poems and stories of work and workers, group dis-
cussions, and practice in the interview situation. 
At the beginning, an appraisal of the group through 
tests, questionnaires, and observation revealed the follow-
ing: 
1. They planned to go to work as soon as they left 
school, but they had no definite patterns -of 
interest. Work was an accepted part of adult 
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1. (continued) 
living. However, plans for entering the world of 
work were hazy. 
2. There was little evidence of a.ny attempt at self-
appraisal. 
3. There was a definite lack of occupational informa-
tion. 
4. Their occupational vocabular.y was limited. 
5. They were unable to meet skills requirements 
neceesar.y for getting and holding a job. 
In the workbook there was an attempt to meet these 
needs. The following results were noted: 
1. An awareness of the problems they faced as they 
left school to go to work. 
2. An understanding of the kinds of jobs they were 
likely to enter. 
3. A better understanding of the jobs available on 
their ability level. 
4. A better self-understanding as a result of ratings, 
inventories, and questionnaires. 
5. An improvement in habits and attitudes. 
6. A knoWledge of the various means for getting a job. 
7. A development of non-manual skills neeessar,y for 
getting and holding a job. 
a. An increased occupational vocabulary. 
Although some progress was shown, the writer feels 
that it was only a beginning. There is much available 
material which should be adapted to the needs of these 
children. The following recommendations and suggestions 
are offered: 
1. A study of work and workers should be started 
early. Units should be developed showing the 
place of the worker in the community. 
2. A survey of all fields of work should be made 
so that they may understand the interdependence 
of workers and the importance of the contribution 
which they themselves wil1 make as semi-skilled, 
unskilled, and service workers. 
3. A survey of the local job areas should be made. 
Pupils should be given information about conditions 
as they actually exist, not as we think they exist. 
4. Field trips should be made to various places of 
employment so that pupils may actually observe 
workers a.t work. 
5. A file of occupational information on this level 
should be started. At present it is almost non-
existent. 
6. Lists of the following material with the sources 
should be compiled: 
a.. :Poems of work and workers 
b. stories of work and workers 
c. songs of work and workers 
d. Available vocational guidance films on this 
level 
e. Available vocational guidance film stripe 
on this level 
f. Available posters and charts concerning 
workers on this level. 
7. An occupational vocabulary should be developed. 
8. More reading material should be written about 
workers in the area s of work which these children 
will enter. T'his would tend to increase their 
volume of occupational information, increase 
their occupational vocabulary, and be a source 
of reading material on their interest level. 
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